
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR.AM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Purchases
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Command: /
rtït¡f r¡p.

Division:

fS"P--rt¿'¿¡)
Number:

ILI 7
Evaluated by:

Ñt I¿{-Â. A-,.Nø¿çorJ "Õ'/sq /os
Assisted by: Dafe:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section Additionally, such
discrepancies and/or deficiencies shall þe documented on an Exceptions Document and addressed to the nexl level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the ''Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

D Division Level ÉCorrund Level
(

tr Executive Office Level tr Voluntary Self-lnspection

Lead lnspectois Signature:

) 1,. /. (2,,-,L.^-/n\-)//ta,ru
Follow-up Requ.ired:

fyes Mruo I Follow-up lnspection
nqnjct s

/1
Datei / /

9 /¿l /o,g
For applicable policy, refer to: HPM '1 1.2, Chapter 7

1. Are pafticipants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing? fl v"' I l.lo ! ru¡n Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? fl v.' ! ¡lo nvn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

' Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
. Purchases via the internet

n Yes É*o E n¡n

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

f,v.' ! l.lo E ru¡n Remarks

5. ls all required information entered on the CHP 43,
Purchase Requisition? ("., ENo ! N¡n Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
"consecutively, starting anew at the beginning of each
fiscal year (July 1)? .

f v.' I l.lo tr N¡n Remarks:

7. Are expedited requests for the purchase of goods
fonvarded Io the Assistant Commissioner:, Staff, for
approval?

I Yes INo flNrn
Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, andior OPI approvals? fv"' n ¡lo ! N¡n Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? fl v"' E tlo tr n¡n Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? {v"' E ttlo [] ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
AEEÊO

$v"' X trlo f,vn Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555,3? Ft"' n ¡¡o I ru¡n Remarks:

13. Do Non-Competitive Bid (NCB)purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents? Sv"' n ¡lo !va Remarks:

14. Are items checked immediately for content and
damage when delivered? $v"" Eruo E n¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

F"' I l,lo fl N/A Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS? Xv"' tr t¡o E ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a poftion of the order has
been received?

fv"' E l.lo nvn Remarks:

'18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the comolete shioment is received? flv". trNo T N/A Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before bêing accepted?

Sv"" I tlo Eva Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

pves trNo I n¡n Remarks:

21 . Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0) S v". I l.¡o fl N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4) Svu' !ruo n N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11) þ.v.' E tlo E ruln Remarks:

24, Are purchase orders split to evade competitive
bidding requirements or tq circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329) ,

tr Yes Ft" Ivn Remarks:

CHP 680C (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 o'f 2

Command: /
I{+/î\Af F

Division:

ñ"¡-le¿¡J
Number:

ìrlì
EVatuate0 DV:-¡¡r*-ur A¡ [ ø¿<p.J

Date: I I
9 ltq /nç¿

Assisted by: uare: '

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

tr Division Level Maorrrnd Level
(

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up
l-l Yes

Reouired:
ìV i'lo

lJ Follow-up lnspection comnryrssi uale: t /

I /:e /on
For applicable policy, refer to: HPM 1 L2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

pv"= !No n ¡r¡n Remarks:

2. Are STD. 2l Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized? f,,v"" INo n N¡n Remarks:

Ab,rr.ñ fvÉ
3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor
utilized? Sves ! trlo ! N¡n Remarks:

¡ÁÀ¡*¡'.ñ ftwé
4, Are California lntegrated Waste Management Board

Form 74 documents maintained for each vendor
utilized? Sv"" ! tlo ! ru¡n Remarks:

þec-1cuÉ -t-uq
5. lf the vendor-is.a'small-business or DVBE is utilized,

is the certification letter from the Department of
General Services maintained in the file? flv"" INo E ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified? !.v"" !No ! N¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes F*" n N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? pv"" ! tlo Evn Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? þv"" E tlo E rrl¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 3'17 Cal Card Log properly authorized
and maintained? S v"' tr tlo E N¡n Remarks:

11. Are credit invoices/receipts for returned items
maintarned with the bank statemenl? $ v"' n ¡lo n ru¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

$v". n ¡lo n N¡n Remarks:

13, Are Cal Cards maintained in a secure area?
F{v", l-l tlo l-l rulR

Loc-Y-Pr!
Remarks: C¿f¡t Z,Oy

14. Are Cal Carcj purchases pre-approved by the
commander? Kv"' tr l.lo ! Nln Remarks:

15. Have all cardholders received training on the
Department's procurement processes? Év"' tr l,lo ! N/A Remarks:

'16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes Mruo fl N/A Remarks:

CHP 680D (Rev. 09-08) OPI 01 0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

Command:r{+
Division:

ñ o n-tr\-aPJ
Number

Evaluated by: ./,
*,,< îfvBd-l (trwvral ri "^ü'-z.r-4
Assisted by: Date:

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" þox shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level f corm"nd Level

! Executive Office Level n Voluntary SelËlnspection
I

Follow-up Reqqired:
f-l Yes K ruo

lJ Follow-up lnspection cónnayf'ss Date: / r'
q /,1q /an

For applicable policy, refer to: HPM 1 1.'1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? tr Yes Ét" E NiA Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? $v". Xruo E ru¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

f v"' I l,lo f NiA Remarks:

4. Are X Number requests made prior to the date the
services are perform.ed? S v"' nno Evn Remarks:

5. Are X Numbers issued for a one{ime use?
ñ v"t l-l t:o l-l rurn Remarks:

6. Are prohibited services performed using an X
Number? ! Yes fr" nrun Remarks:

7. Are X Numbers used for the procurement of a

service and not the purchase of a commodity? fl v"' E t,lo E N/A Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

f,v"' I l.lo T N/A Remarks:

L Do X Numbers used forfacilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section? fi ves I trlo ! N/A Remarks:

'10, Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

p v"' E trlo X Nin Remarks:

CHP 680E (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENI OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numþers awarded to a non-small business
vendor contain three price quotations? fv". I tlo fl N/A Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)? Sv"" n ¡lo T ru¡N Remarks:

13. Does the file documentation contain the STD. 2'1

Drug Free workplace certification for X Number
vendors?

'f,.v"t nruo n N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? Sv"' nruo I ru¡n Remarks:

15. Is the itemized invoice ior each X Number service
maintained ìn the command's files? S v"' n ¡lo I ruln Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 o'14

iLt? ñot nte*+J
Number:

Evaluated bv: )
9^r. -) ar.¿.'.l Úr tur-Es Þ t E,

Dale:
q *z{- é¿

Assisted by: LJAIE:

^;;;;';;;;;;;;;;;;'il;;'-'",.ìu."-"-ri-'*'";;;;-;;;-"-';Jñì;;--applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level 
S"Corr"nd 

Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

fz:
Follow-up Required:
l-l Yes M trlo

l_.J Follow-up lnspection "":w'"" Date: / ./
^ /^ ^ /7 /"¿7'/ og

For applicable policy, refer to: HPM 1 1.1, Chapfer 22

1, ls a CHP 78 Contract Request used to initiate'all
service contracts which are repetitive, regardless of
the estimated dollar value? 1""' tr tlo D ¡un Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? ! Yes ! trlo E t,o Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

'fl'Y"" n ¡lo nvn Remarks:

4. ls the performance of contract services monitored
and documented? f,v", n ¡¡o nvn Remarks:

5. Are all copies of correspondence with the vendor
maintained? Sv"' n ¡lo fl N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor? f,v"' n ¡¡o ! ru¡n Remarks:

7, ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78? Sv"' !No n ruln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM '1 1 ,1,
Chapter 22¡ before forwarding the CHP 78 or CHP
784?

f""' ! t'lo nvn Remarks:

CHP 680F (Rev. 09-08) oPl 010
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract seryices less than six
months from the anticipated start date of the contracl
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

nruo fl N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? f,v". I tlo n ¡un Remarks:

1 '1 . Are contract services pedormed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

pv*' nruo fl N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed? f,v"' E ¡lo nva Remarks:

'1 3. Are contract expenditures monitored to ensure there
are suffiiient funds to pay for all services rendered
as required by contract? f,v"= ! tlo []vn Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice? Sv"" n ¡lo E N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment? þv". nruo Erun Remarks:

16. Are all applicable form sections of the CHP 78
completed? Sv"' INo ! N/A Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

þ,v"' D l,¡o E Nln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form? f,v"' Iruo tr N¡n Remarks:

'1 9. Are problems concerning the contractor's
performance fully documented in writing and made a
paft of the contract manager's contract file?

X""' [] t¡o I nrn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes Dlruo l-l vn Remarks:

CHP 680F (Rev. 09.08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendrnent request
more than one year? ! Yes F*" n N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? Sv"' ENo n ¡Yn Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

tr Yes I Irlo fr.un
Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes n ¡lo Sr.un
Remarks:

25, Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

F.Y"' nruo Ivn Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andlor specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(l) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3). Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door lvlaintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repalr
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

Sv"' tr f.¡o ! n¡n Remarks:

CHP 6B0F (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMÍVIAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

f,,v"' f, Irto fl N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

f,v"' I l.lo I N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the ïinal payment of
the contract? Sv"' I t¡o n ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? fi v"t I t¡o n N/A Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes I l,lo 51ru¡n

Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes E tlo Elvn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? flv"' tr trlo nvn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract? f v"' E tlo !Nn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
lor performance? (SCM Vol, L, Ch. 3, Section 3-02.1)

I Yes ENo f,vn
Remarks:

36. Does the contractfile contain the STD.4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

n Yes E l.lo Sr.rn
Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) fiv"' I tlo E n¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I

Ch. 7, Section 7.05)

E Yes ENo V*,o Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
E Yes E*" E n¡n Remarks:

CHP 680F (Rev 09-08) OPI 010



. 
.STAT,E OF G\LIFORNITC
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

-_cOMMAND INSPEEÏON PROGRAM __-

EXCEPTIONS DOCUMENT
0912912008OSSl Marla Anderson, #43480

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the insp-ection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be iouted to and its due date. This document sha¡l be utilized to document in'novalive'practiqes, sLrggsstions for statewide
improvement, identified.defciencies, corrective action plans, and may be used to appeal fìndjngq. A CHP,5í Mem-prandum may be used if
additional space is requirèd. ' ';

TYPE OF INSPECTION

tr Division Level KCommand Level

! Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded '

I Attachm¡nts lncluded

Follow-up Required:

I Yes fto

Foruard to:

Due Date:

(ìnmmânøle/s Sio natr.lte' Date:
09t29t2008

lnspector's Comments Regardinq lnnovative Practices:

None

Command Suggestions for Statewide t

None

n or's Findinos:

The inspector's findings indicate that the Dunsmuir Grade lnspection Facility is in cornpliance with
depañmental policies and procedures.

CHP 680A (Rev. 09-08) OPI 010



STôTÊ CF EALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

*'EOMMAND INSPEGTION PROGRAM --
EXCEPÏIONS DOCUMENT

Page 2

Command

DGIF
Division:
Northern

Chapter 3;

- lnspected . by:

OSSI Marla Anderson, #43480
Date:

09t29t2008

Commander's Response:

The Dunsmuir Grade lnspection Facility is in compliance with Departmental:policies and procedures.

' '::l;i.:,

None

CHP 6804 (Rev. 09-08) OPI 010



.. STAIEÐFGALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

_- COMMAND INS'PECTION PROGRAM -*
EXCEPTIONS DOCUMENT
Page 3

..-.:.. ri..

I ReViewiDecision: ffhis shall be the only level'of appeall: . ,' ,

Signaiure (for appeal):

CHP 680A (Rev 09-08) OPI 010



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Cbmmand:
Dunsmuir Grade i, F.

Division:
Northern

Number:
147

Evaluated by:

Sgt. S, Marmont, #1.A738'
Date: -

03-26-2009

Assisted þyl Date;

:::::=:::::::::::::::::::::::::::::::::: ::::::=::::::::::::::::::::::::::
INSTRUCTIONS; Answerindividual itemswith"Yes"or"No"answers,orfll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken, lf thisform is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only def cient items need to be re-inspected.

TYPE OF INSPECTION

tr Division Level X Command Level

I Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

f . /
Follow-up Required:

XruoYes ! Follow-up lnspection
Çomnyì\

-h
For applicable policy, refer to: HPM 1 1.2, Çhapter 7

1 Are participants in the procureme.nt process at the
command levelfamiliar with the related policies and
procedures for purchasing ?

X Yes E t,lo I ru¡n Remarks:

2. Have Approvers/reviewers of pureháses received
procurement training? X Yes E t¡o I ¡yn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requ isitions?

Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
¡ . Purchases via the internet

I Yes X tlo Ivn Remarks

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
cornrnodity contracts?

X Yes nNo I ru¡n Remarks:

5, ls all required information entered on the CHP 43,
Purchase Requisition? X Yes tr l,lo trrun Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes E I'lo Ivn Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

I Yes E tlo Xvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM .

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, andior OPI approvals? X Yes E f,¡o tr ruln Remarks:

9, Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes I trlo I ru¡e Remai:ks:

10, Doesthe CHF 315,, Price.Comparison Worksheet,
document at least two price quotations? X Yes ! tto I ru¡n Remarks:

1 1, Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model'justified and in eomplianoe with SAM
3555 ?

I ves f] t'¡o X ruIN Remarks:

12. Are Limited Competitive Bidding purchase requests
for iterns that interface with existing departmental
equiprnent in compliance with SAM 3555,3?

I Yes INo X ru¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes nNo X ¡¡ln Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nNo I ruln Remarks:

'15. ls the "received copy" of the purchase order
approved, dated, and fonruarded to the Fiscal
Mahagement"Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

fi ves UNo

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes I l,lo I ruln

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes I l,lo Erun Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

fi Yes n ¡lo n nln Remarks:

19. Are Damaqed itêms delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes ENo E nln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM ' :' :' :rì.i :1 " ''
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a rnemorandum or e-maí1, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepaf-ed?

X Yes I lrlo tr N/A, Rernarks;

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time, (SAM 8422,0)

X Yes ! t'lo n N¡n Rernarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol, ll, Ch. 1 1, Topic 4)

X Yes INo T N¡n Rèrnarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes f] t'lo I N/A Rernarks;

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase áuthority limits?
(Public Contracts Code Section '10329)

n Yes Xruo fl N/A Rernarks:
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STATE OF CALIFORNIA
DEPABTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMANÐ INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:
'Dunsmuir Grade L F;

D¡v¡s¡on:
Northern

Number:
'147

Evalualed by:

S. Marmont
Date: ,

03-26-2009
Assisted þy; Date:

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks'l section, Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up
lnspectioir,lhe "Follow-up lnspection" box shall.be marked and only defÌcieni items need to be,re-inspected,

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level ! Voluntary Self-lnspectioir

Lead lnspector's Signature:

Søþ'-"2;
Follow-up Required:
I Yes X i'lo

LJ Follow-up lnspection Date: / /
/', -./t-t/)ó / ,d,// u7

For applicable policy, refer to: HPM 1'1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes tr t¡o I N¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

X Yes I llo ! ru¡n Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes I tlo T ru¡n Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents rnaintained for each vendor
ulilized?

X Yes nNo I ru¡n Remarks

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X.Yes INo I ¡vn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes trNo E N¡n Remarks:

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? E Yes X ttlo I rula Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? ffi Yes f] t'lo E ruln' Remarks:

9, Are bank statements reconciled with the CHP 3'17
Cal Card Log and the receiptsiinvoices? X ves I Irlo fl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes nNo I ru¡n Remarks:

11. Are credit invoices/receipts for returned iterns
maintained with the bank statement? X Yes tr t,lo E ru¡e Remarks:

12, Do non-itemized purchase receiptsiinvoices
document the puichase by listing the òommodity;
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes !No I n¡n Remarks:

'13. Are Cal Cards maintained in a secure area? 'X Yes l-l lito l-l N/A Remarks: Locked cash box

,14, Are Cal Card purchases pre-approved by the
, commander? X Yes tr Irlo n ru¡n Remarks:

15, Have all cardholders received training on the
Department's procurement processes? X Yes nruo n ruln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? [] Yes XNo I nl¡ Remarks:
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STATE OF CALIFORNIA
DÊPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
X-Number Program

Page 1 of 2

Command:
Dunsmuir Grade I F.

Divis¡on:
Northern

Number:
147

Evaluated by;

S. Marmont ' '' , ' '' ,' :
Assisted by: Date:

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orlll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the nexl level of command,
Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-up
lnspection, the "Fgllow-up lnspection" box shall be marked and onl¡r'deficient items need to be re-inspected.

TYPE OF INSPECTION

L_l Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

sØnéx¿^u-- ,
Follow-up Required: I L-J rottow-up lnspection

Eves Xruo I

*-:y
For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1, Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? I Yes X l.to I ru¡n Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X ves I tlo I ru¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business, Services Section commander?

X Yes trNo ! ru¡n Remarks:

4. Are X Number requests made prior to the date the
services arg performed? X Yes !No ! N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes f] ¡lo I ru¡n

6. Are prohibited servlcès þerformed using ãn X
Number? I Yes X ¡lo Ivn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes !No ! n¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommun ications Section?

X Yes Xruo n ru¡n Remarks

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over 91,000
have prior approval from Facilities Section?

X Yes n ¡lo I N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commi ssioner?

n Yes n ¡lo X ru¡n Remarks:
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STATE OF CALIFORNIA
oepRnlüerur oF cALtFoRNTA HtGHWAY pATRoL

GOMMAND INSPECTION PROGRAM .

.INSPECTION CHECKLIST . ,

Chapter 3, Command Procurenrents
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes ENo tr ru¡n Remarks;

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes E trlo Eva Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes ! trlo L]vn Remarks:

14. Do emergency service X Numbers document and
, justify the emergency? X Yes I trlo .I rul,q

Remarks:

15. ls the itemized inrroice for each X Number senrice
maintained in the command's files? I Yes nruo tr N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT'OF OALIFORNIA HI GI.IWAY PATRQL
.COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:
Dunsmuir Grade l. F.

Division:._
Norlhern

Numbqr:
147

Evaluated by:

S. Marmont
Date: : 

'

03:26-2009
Assisted by: Date;

:::::::::=::::::::::::=:::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable lêgal statues; or deficiencies noted in the inspections shall be commented on via the "Remarks'r section, Additionally, such
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
:Furthermore, the Exceptions Document shail include any follow-up and/or corrective action(s)laken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level I Command Level

tr Executive Office Level ! Volunlary Self-lnspection

Lead lnspector's Signature:

-MzVr'Z- ^¡ tr-
Follow-up Required:
I Yes X ¡lo

f_j Follow-up lnspection Date: / ,/

2,1r,áç
For applicable policy, refer to: HPM 1 1.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

n Yes fruo Xvn Remarks: This command has not
initiated any contracts. They are
issued by Facilities Section.

2. ls a CHP 78 Contract Request used for onetime
services exceeding $4, 999.99? tr Yes I t¡o X nln Remarks: See above remark

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes I trto x N/A Remarks: See remark under #1 .

4. ls the performance of contract services monitored
and documented? X Yes INo Erun

5. Are all copies of correspondence with the vendor
maintained? X Yes nNo n ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes I l*lo !vn

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I ves ! lvo tr ruln Remarks:

L Are All rqquired lev.els of approval/signature obtained,
including the required documentation and approvals
forexpedite and emergency contracts per HPM 11.1,
Chapter 22, belore forwardinQ the CHP 78 or CHP
784?

X Yes E t¡o I ruln Remarks;
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STATE OF CALIFORNIA
DEP. ARTMENT,OF CALIFORNIA FIIGI-{WAY P. ATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 of 4

9, Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

fl Yes trNo X N¡N Remarks:

'10. ls all work completed and accepted by the
Depalt¡nent bqforq expiration oJ contract agreement? ,X,Yeg, E tlo nvR Remarks;

1 1, Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review' progress reports and interim products)?

X Yes tr lr¡o T ru¡N Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes XNo I Nrn. Remarks:

13. Are contract expenditures monitored to ensure there
are'sufficient funds to pay for all services rendered
as required by contract?

X Yes INo n ru¡¡ Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X veç ENo n ru¡n Remarks:

'15. ls the final invoice identified and approved, as
appropriate and fonryarded to Fiscal Management

, Section for payment?
X Yes E trlo n ru¡n Remarks:

16. Are allappliçable folm seqligns of lhe CHP 78 ,._ .._

eompleted? X Yes I t'lo E ru¡n Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigatethelossorimpairmentoflife;health,
property, or essential public services?

X Yes I tlo Remarks:

18, Are all'employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X Yes n ¡lo tr nln Remarks

19. Are problems concerning the contractof's
pérformance fully docùmentêd in writing and made a
part of the contract manager's contract file?

I Yes' INo I N/A Remarks:

20, Are contract amendment request dollar amounts
increased more than 30%? E Yes I t¡o X ruln Remarks: No contract amendments

requested.
CHP 680F (Rev. 09-08) OPI ol0



Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENï OF CALIFORNIA HIGFWAY PATROL '.'

COIVIII4AND INSPECTION PROGRAM : i.
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes [] lrlo X N¿n Remarks: See remarks under#20.

22. Are amendments requested before the expiration of
the original contract? E Yes tr tlo X ¡l¡n Remarks; See ¡emarks under #20.

23, ls a,serviçe contract on a CHP 28, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

I Yes n ¡¡o X ¡l¡n Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes tr t'lo X n¡n

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driverlicense checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes tr l,lo Dvn Remarks:

zo ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1 ) Élqry -and Fi¡q-Aþ¡m. l\4onito¡!¡g. 
.(2) Camera-tvlaintenance añd Repair

(3) Carpet lnstallation
(4) Diésel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) . Elevator Maintenarice and Repair
(7) Fire Extinguisher.Service
(B) Garage Door Maintenance and Repair
(9) GràphicArts Equipment Maintenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(1 3) Painting Services (interior of facility)
(14) Plumbing Services
(1 5) Scale Maintenance and Rep.air
(1 6) Steam Cleaning Services (Carpet, not scales)
(1 7) Telephone Services (cellular, saiellite, and regular)
(1 B) Television Equipment Ma'¡nte¡ance and Repair
(1 9)Unintenuptible Power Supply Maintenance and Repalr

E Yes I l¡o X ru¡n Remarks: These types of personnel
are not on site for more than 30 dals
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STATE OF CALIFORNIA
DEPARTMENT.OF.CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nNo E ruln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
cancelíng the contract (i,e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes n ¡lo Irun Remarks:

29, Are all invoices, records, and relevant documentation
maintained for three years after the finàl payment of
the contract?

. ..';
X Yes INo I N/A Remarks:

30. ls a log sheet maintained for a diary of activlties
related to the contract? X Yes nruo n ruln Remarks:

31. ls a computer file prepared for all contracts
administered? fl Yes E trlo Xrun Remarks: This command does not

admihister any contracts.

32. ls a spreadsheet prepared listing all expenditures?
I Yes [] tto X ruln Remarks: See remarks under #31.

33. ls the notification to the eontractor documented for
the start date for services to begin? X Yes n ¡lo tr ru¡n Remarks: 

.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes ENo Remarks:

35 Do consultant services contracts of $1,000 or more
æntain detailed performanee criteria and a,schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

fl Yes E l¡o

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Sêction 3.02.5)

fl ves I tlo X ¡un' Remarks:

37: Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes tr l,lo n ruin Remalks:

38, Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

I Yes INo X ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes XNo I ru¡n Remarks:
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STATÉ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:
DunsmLrir Grade l. E,

Division:
Northern

Chapter:
J

lnspected by:

Sqt. S. lt¡armont, #1073i8
Dale: :

03-26-2009

:::::::=:=::::::::::::::::::::::::::::::::::::::-:::::: ::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as riecessary, or fill in the blanks as indicated. Enter the ohapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the nexl level of command where the document
shall be rouled to and its due date. This document shall be utilized to documenl innovative practiceq, suggestions for çtatewide :

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may þe used if
additional space is required,

TYPE OF INSPECTION

I Division Level X Command Level

tr Executive Office Level

n
T
T

Corrective Action Plan lncluded

Appeal Included

Attachr¡pnts lnclgded

Follow-up Required:

!Yes XNo

Fonruard to:

_Nofthern
Due Date: 04-10-2009

:!9iÊA 3!-\iJi{rì.*f ¡.ti{t4s^3TB::sliY, jräFs:i

lnspector's Comments Regarding lnnovative Practices.

None.

Command Suqqestions for Statewide lmprovement:

None.

lnspector's Findings:

The inspector findings indicate that the Dunsmuir Grade lnspection F,acility is in compliance with
Departmental policies and procedures. .:
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STATE OF CALIFORNIA
DE PA R. lM ENT OF CALI FOR N ¡A H I G l-.f\¡i/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Dunsmuir Grade l. F,

Division:
Northern

Chapter:
n

lnspected by:

Sqt. S. Marmont, #10738
Date: '

03-26-2009

Commander's Response:

The Dunsrnuir Grade lnspectron Facility is in compliance with Depadmental pol¡c¡es and procedures;

lnspector's Comments:

None.

Corrective Action Plan/Timeline

None.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGIjWAY PATROL :

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

, 1...:. :

Page 3

Command;
Dunsmuir Grade l. F.:-

Division:
Northern ,

lnspected by; ,.

Sqt. S. Marmont
Date:

03-26-2009

(This shall be the only level of appeal). .. . : :;,:,.

Lead lnspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

Page 'l of 3

Command:

Quincv -'165
Divislon:

Northern
Number:

Evaluated by:

CherylWilson
Date:

10/08/08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the ''Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

fl Division Level I Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

cL^ I l¡J^ ,.^,\
Follow-up Required:
Xyes Eruo ! Follow-up lnspection

<çf$** Date:

///3/A
For applicable policy, refer to: HPM 1 1.2, Chapter 7

L Are pafticipants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing ?

X Yes f trlo n ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nno T N/A Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

I Yes X trto ! N¡n Remarks:

4. Are separate GHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes D t¡o ! ruln Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? I Yes X tlo ! ruln Remarks: Object code information

has not always been added

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew ai the beginning of each
fiscal year (July 1)?

X Yes Iruo D N/A Remarks:

7. Are expedited requests for the purchase of goods
fon¡yarded to the Assistant Commissioner, Staff, for
approval?

n Yes E tto X ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Numbe.r Program

Page 1 of 2

Command:

Quincv - '165
Division:

Northern
Number:

Evaluated by:

CherylWilson
Date:

10/08/08
Assisted by: Date:

ññ;il;,il;;il:";;;;;.;;il;",-;:ffi ;''.:",;;;;il*.-il;""*;;;;*ì;---
applicable legal statues, or def ciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, fhe Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shali be marked and only defcient items need to be re-inspected.

TYPE OF INSPECTION

tr Division Level X Command Level

! Executive Offìce Level n Voluntary Self-lnspection

Follow-up Required:
I Yes X t¡o

[_l Follow-up lnspection Date:

tt/s /a
For applicable policy, refer to: HPM 1 1 .'1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? E Yes X tlo tr N/A Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes n ¡lo n ru¡n Remarks

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

n Yes nno X N/A Remarks:

4 Are X Number requests made prior to the date the
services are performed? X Yes nruo I Nln Remarks: 1 exception-all proper

memos were completed to correct.

5. Are X Numbers issued for a onetime use?
X Yes D t'lo |_lvn Remarks:

6. Are prohibited services performed using an X
Number? E Yes XNo f ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes E ttlo E N/A Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommu nications Section?

X Yes ENo T N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

n Yes nNo X ruin Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes nNo X ru¡n Remarks:

CHP ô80E (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Quincv - 165
DV lston:

Northern
Number:

Evaluated by:

ChervlWilson
Date:

10t07 t08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies wlth policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient ìtems need to be re-inspected.

TYPE OF INSPECIION

! Division Level X Command Level

! Executive Office Level f] Voluntary Self-lnspection

Lead lnspector's Signature:

U)
Follow-up Required.
l-.1 Yes X ruo

[__J Follow-up I nspection Date:

l/z/æ
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes n ¡¡o E ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
'maintained within the Cal Card command file for
each vendor utilized?

X Yes ENo I Nln Remarks: Kept in a central fìle for
Cal-Card and X-numbers

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes I Irto x N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes tr t'lo tr ru¡n Remarks: Headquarters receìves
these for Office Depot. When
orderìng from other businesses, we
keen conies

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes E I'lo n ¡r¡n Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes D tlo E ru¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes XNo n n¡n Remarks:

8. Does the CHP 317 CalCard Log fully describe the
purchase? X Yes nNo [ rurn Remarks:

L Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X Yes n f.¡o n ru¡n Remarks:

CHP 680D (Rev 09¡8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Quincv - 165
Division:

Northern
Number:

Evaluated by:

ChervlWilson
Date:

10t07108
Assisted by:

Darrell Brown
Date:

10t07108

ñ;ãñt;r;;;;t:ñ;;';;;';;;;;;,,, orrir in rhe branks as indicared Any discrepancies with poricy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

fl Division Level X Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
f] Yes X ruo

[_l Follow-up lnspection Date:

tn/s /a
For applicable policy, refer to: HPM 1 1.1, ChapTer 22

1. ls a CHP 78 Contract Request used to initiate all
serv¡ce contracts which are repetitive, regardless of
the estimated dollar value?

I ves INo XruN Remarks: No CHP 78 contracts
completed at Area level.

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? I Yes I trlo X ru¡n Remarks:

3. ls the Oflice of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

! Yes I t¡o X nln Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n ¡lo T N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes Eruo E ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes ENo X ru¡n Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

n Yes E t'lo X ruln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

I Yes n ¡lo X ru¡n Remarks:

CHP ô80F (Rev.09-08) oPl 010



I ' S ,TE OF CALIFORNIA
DÉPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 5'1 Memorandum may be used if
additional space is required.

Command:

Quincv - 165
Division:

Northern
Chapter:

3
lnspected by:

ChervlWilson

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

X Corrective Action Plan lncluded

! Appeallncluded

X nttachments lncluded

Follow-up Required:

X Yes n ¡lo

Forward to:
Northern Division

Due Date: Nov. 1, 2008

mmander's Signature: Date:

Nov. 3, 2008

lnspector's Comments Reqardinq lnnovative Practices:

None

Command Suqqestions for Statewide lmprovement:

None

lns s Findi

Chapter 3, Command Procurements, Purchases

10. Area has not been completing the CHP 315.

16. Area has not been forwarding packingifreight slips to FMS but has been keeping at Area level.

CHP 6804 (Rev. 09-08) OPI 010



s' \TE OF CALTFORNTA

DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Quincv - 165
Division:

Northern
Chapter:

J
lnspected by:

CherylWilson
Date:

1 1-3-08

Commander's Response:

Commander concurs with inspector's findings.

Insoector's Comments:

None

10. Area will begin completing the CHP 315 as required when purchasing/requesting items that do
not already have a contract set up through Headquarters.

16. Area will immediately begin forwarding packingifreight slips to FMS as they are received.

CHP 680A (Rev 09{8) OPI 010



S1 ATE OF CALIFORNIA
DEÉARTMENT OF CALIFoRNIA HIGHWAY PATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Quincy - '165
Division:

Northern
Chapter:

3
lnspected by:

ChervlWilson
Date:

1 1-3-08

al Review/Decision: ffhis shatl bethe onlv level of

"il::','::i" 
i;i:T. ^^

Date:

November 3, 2008
ResPondi[P ComrÍander's Signature (for appeal): Date:

ÔHP 680A (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

uommand:

Humboldt
utvtsron:
Northern

Number:

3
Evaluated by:

H.J, Rosendahl
Date:

03/13/09
Assisted by:

Kimberlv Holland
uate:
03/03/09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

fJ Division Level X Command Level

fl Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

,%,Ø
Fol
t-

low-up
Yes

Required:
Xruo

LJ Follow-up lnspection (
Date:

s/g /.'q
For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t'lo nrun Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nruo fl N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes nruo nrun Remarks:

4. Are X Number requests made prior to the date the
services are performed? I Yes nNo n ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l ¡lo ll N/A Remarks:

6. Are prohibited services performed using an X
Number? ! Yes X t¡o E N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nno lNn Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I Yes nNo !vn Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approvalfrom Facilities Section?

X Yes n ¡lo []vn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes []No Xvn Remarks:

CHP 680E (Rev 0948) OPI 010



Page 2of2
STATE OF CALIFORNIA
DEpARTMENT oF cALTFoRNTA irtorwRy pnrnol

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? ! Yes nruo Xrun Remarks:All small businesses

12. Ðo allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nruo n ruln Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes nruo nrun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes fl tto nrun Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo [run Remarks:

CHP 680E (Rsv 09-08) OPI 010



flnlr-ØS-2Ør¿tE 11 : 3E CÊLIFüRMÊ HIGHL,JÊ\' PATRIIL 7Ø7 A¿2 8931

Page
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1of2
.STÆTE OF CALIFORNIA
DEP.ARiNÍEMT OF CALIFORNIA HIGI-{WAY PATROL

C@MMAND INSPECTION PROGRAM
INSFECTION CHECKLIST
Oþpter 3, Command Procurements
X:Number Program

uomman0:

Humboldt
Division:
Northern

Number:

Evaluated by:

H.J, Rosendahl
uale:

11t03to8
Ass¡sted by:

Kimberly Holland
Date:
11t03t08

T-YPE OF'INSPECTION

,fl¡Ðivision Level X Command Level

E€xecutive Office Level ! Voluntary Setf-lnspection

Lead lnspector's Signature;

zØ,¿zl
Follow-up Required:
[l Yes X No

E Follow-up lnspection c

fic
uate:

// -?- a,r
Foi'aþplicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? D ves X f,¡o [ rurn Remarks:

'.2, Does all X Number file documentation contain the
STD.204 Payee Data Record? fi Yes n ¡¡o n N/A Remarks:

3, Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business, Services Section commander?

X Yes ! ¡to fl ¡¡n Remarks:

,4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n ruin Remarks:

.5. Are X Numbers issued for a one-time use?
R Yes l-l tlo ñvn Remarks:

,6, Are prohibited services performed using an X
Number? t ves XNo D N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nruo fl N/A Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section ?

fi Yes fl r.ro EN/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over g1,000
have prior approval from Facilities Section?

I Yes nruo n N/A Remarks:

10, Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes nruo X urn Remarks:

CHP æ0E IRêv 0948) OPI 010
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CHECKLIST

X¡|.{urnbelProgram

CÊLIFORNIÉI HIEHI,^,ÊY PÊTROL E?7 9939 P.A3

Page 2o12

111. Do,allX Numbers awarded to a non-small business
vendor contain three price quotations? I Yes []No X Nln Remarks:All small businesses

:'12. Do,allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡¡o E ru¡n Remarks: '

13.:,Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes E tto I nln Remarks:

14. Do emergency service X Numbers document and
justity the emergency? X Yes !No ûrun Remerks:

, 15, ls the itemized invoice for each X Number service
maintained in the command's files? X Yes E tto Ll N/A Remarks:

CHP-6808lReY 0948) OPI ol0
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Page
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STATEOF CALIFORNIA
DEÈaRT,MENr oF oALIFoRNIA HtGt-lwAY PATRoL

INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

=_=:==:_::==:_::=-_:-:==-=:=-=-:====-=:===::;1_:=;:=:_==^:_T;=,:J==ffiñG, ;"tr*ffiñ;*1*=:l19:3!'T1'^lll'I11îi.l*:,:ï:qiå"Jå1,åv.i:;:ÏoXiiii"iå''i'::lj:il'
ffiiåißï?|'i,îËTi'i3ilJi"i?i':i:'y;Ïu:isrü::r"'"{li*:i:H*ìí1""å:ãJr.s"mu:;ff1'lJ",Tilffil'.¡Ì'"ãl$1i3Ë:'""J,:3*åi:ii:'iSi:5:;5i':"1".'"1il-Ëii":xl"il#i$.i#n:li::lll*ï:ilîJi'':J,îiîi$,i?TTÊlî;
Êtï[iffiî'::ñ:'¿Tffri:liJ3::,:..13:1,"."r:iï:üå: *ffiffi].iiäil;"ä'"ä*;id;(s)taken rrthisrorm is used as a Forrow-up

oected.
the "F

ll Þl lqr¡ rr rvree- -' 'J

box shall be marke

11/03/2008H.J. Rosendahl

fl'Þiviqion Level X Command Level

fl Executive Ofiìce Level flVoluntary Self-lnspection

Foltow-up Required:

Fot-apolicable policy, refer to: HPM 1 1'1' Çhapter 22

@toinitiateall,1. ls a CHP 78 Contract H.equesr useu tu

t"*i.. 
"ontracti 

whicn aie repetitive' regardless of

the estimated dollar value?

ést used for one-time

services exceeding $4, 999' 99?

tracking

numbering beginning tiry "?II?!9
inìéã¡iéiírocãtion c-ode used, rollowed by "Elg
contracipavable listed on the CHP 78?

ices monitored

e vendor

d maintalned

which outline any problems related to substandard or

non-performance of the vendor?

@delivereddescribed
spàcifically'and in as much detailas possible in the

CHP 78?

ure obtained,

includins the required dr d ?PIIgY?lt"
iói .ip"oit. and emergency contractsper HPM 11 1'

cr'ãpi"i ãà, before forivardìng the CHP 78 or CHP

78A?

CHP 680F (Rov 09-08) OPI 010
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ST.ATE,oF CAI-I FOR NIA
EEF.ARTIvIENT OF OALIFORNIA Hlcl-ltll/AY PATROL

INSPECTION PROGRAM
CHÊCKLIST
mand Procurements

7ø7 A? ¿939 P.Ø5

Page 2of 4

loN
Com

9. Are requests for contract services less than six
months from the antioipated start date of the confract
pre-ãpproved by Assistant Commtssioner, Staff, for
expedited processing?

! ves D ¡lo Xrun Remarks:

10,,.lg.All work completed and accepted by the
Department before expiration of contract agreement? fl Yes nruo X ¡un Remarks:

11. Are contract services performed according to t¡e
quality, quantity, objectives, timeframes, and in the
rnanner specified in the contract (e.9., review
pregress reports and interim products)?

flYes nruo I rutn Remarks:

12 Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes nruo x N/A Remarks:

,1 3l' Aie contract expe ndltu resm' are sufficient funds to pay for all services rendered
as required by contract?

E yes Xruo X ¡¡¡N Remarks:

' 14. Does the requestor verify the contractor has fulfilled
all'requirements of the contract before approving the
final invoice?

n yes f] r.¡o X rutn Remarks:

15, lsthe final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

n Yes ü t¡o X ¡lln Remarks:

rn16, Are all appt
completed? ! Yes nruo X ru¡n Remaks:

,,17.

property, or essential public services?

D Yes nuo Xnn Remarks:

18. Are all employees ásìociated with the management
of a contract completing the CHp 7BS, Conflict of
lnterest Statement, Employee, form?

n Yes nruo X ru¡a Remarks:

'l9, Are pronlems
performance fully documented in writing and made a
part of the contract manager's contract file?

fl Yes fl t¡o X u¡n Remarks:

20 Are contract amendment request dollar amounts
increased more than 3O%? l-lYes l-l tto R n¡¡a Remarks:

CHP 680F (Rev, æ{8) OPt 010
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Page 3 of 4

STA:TE.OF CALIFORNIA
ÞEPAR.TI'EM OF CALIFORNI,A HIGFIWAY PATROL

G-@. MTVTNND INSPECTION PROGRAM
,INãP,FCT|ON CHECKLTST
'Ctràptè¡ 3, Command Procurements
Gontnacts

21, ls the length of the contract amendment request
more than one year? I ves Eno Xrun Remarks:

22, Açe amendments requested before the expiration of
the originalcontract? n Yes E t'¡o X ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
in itiated for a ny com rnercial meeti n g/confere nce
room rental which is expected to exceed $4,999.99 in
totalcost?

! ves n ¡¡o E ru¡n Remarks:

24, Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Comrnissioner, Staff?

I Yes fl tto x N/A Remarks:

25; Arê California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerofj¡I
checks and driver license checks conducted for all of

,thè following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstrucrtor Services (on-site)
(4) Janitorial Services
(5) Consult¡ngServices

fi Yes fl ruo E ¡ln Remarks: 125 only has one
Janltorial servkæ, The actual contract
was set up through HQ.

¿o. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
arê scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monltoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(71 Fire Extinguisher Servieæ
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Off¡ce Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Servicæs (Carpet, not scales)
(17) Telephone Servic€s (cellular, setellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptlble Power Supply Maintenance and Repair

X Yes E t¡o E ruln Remarks: When appropriate,

CHP 6S0F (Rôv 09-oB) OPI 010
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,STA,IEOF CAL¡FORNIA
'ÞEFARI|ÌíENT 

OF CALIFORNIA H|G[{WAY PATROL

COIII.IMAND I NSPECTION PROG RAM
INÐPECTION CHECKLIST
C@pter 3, Command Procurements
Co.ffiracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retentron after
Commander review?

X Yes Eruo E ¡.¡ln Remarks: This would only apply tc
the janitorial contrac{,

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes Eruo flrure Remarks; This would be done if
adverse information was discovered.

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the csntract?

n Yes D t'¡o I N/A Remarks: lnvolces are sent to HQ.
Area does not see lhese,

: 30, ls a log sheet maintained for a diary of activities
' related to the contract? n Yes n ¡¡o I NiA Remarks:

3l. ls a computer file prepared for all contracts
administered? n Yes nruo Xvn Remerks:

,32, ls a spreadsheet prepared listing all expenditures?
E yes D tlo E ¡¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? n ves n ¡lo I N/A Remarks; Notlfied by HQ

.34. ls the contractor contacted to Oetermine it att irn oices
have been received in order to oversee the
completion of the contract?

n Yes ü t'to E ruln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule

.foi performance? (SCM Vol. l, Ch. 3, Section 3.02.i)
n yes I l.lo Xxn Remar'ks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.S)

n Yes E f.¡o El ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.Og) ! Yes nNo X ruln Remarks:

'38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justifíed for
personalservice contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.0S)

I ves DNo X u¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
! yes n ¡¡o x N/A Remarks:

CHP 66oF (Rev 0e4E) OPI 010
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STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

Uommand:

Humboldt Area
Division:
Northern

NUmbef:

Evaluated by:

Sgt. H. J. Rosendahl
uate:

10/06/08
Ass¡sted by:

OSSI Kimberly Holland
Date:
'10/06/08

INSTRUCTIONS: Answer individual items with "Yes'' or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks,,iection.' Additionally, sucir
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to bê re-insoected.

TYPE OF INSPECTION

n Division Level fi Command Level

! Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
!Yes XNo ! follow-up lnspection 7.

uate:

/a- ? a7
For applicable policy, refer to: HPM I 1.2, Chapter T

1, Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

X Yes nruo tr N/A Remarks:

2, Have Approvers/reviewers of purchases received
procurement training? X Yes fl ¡lo ! Ntn Remarks: Only the OSSI.

5 Are prohibited items procured on CHp 43, purcltases
Requisitions?

. Supplies for personally - owned equipment. Commodities for personal use
o Confirming order
. Purchases via the internet

n Yes X ¡lo I ruln Remarks:

\ a/ Are separate CHP 43s, Purchase Requisitions,'\-/ prepared for commodity items obtainable from
different suppliers or from ditferent statewide
commodity contracts?

&v". n ¡lo E ru¡n Remarks:

5. ls all required information entered on the CHp 43,
Purchase Requisition?

fl¡ X Yes n ¡lo x N/A Remarks:

[ 6/ Are the CHP 43, Purchase Requisitions, numbered\--/ consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes X t¡o !vn Remarks: One 43 was lisfiled on
each fiscal year binder. This has
been corrected

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, S1aff, for
approval?

X Yes n ¡¡o I ru¡n Remarks: Via Division

CHP 680C (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

r.s\
X yes nruo n u¡n Remarks:

\ I ) Are the CHP 43, Purchase Requisitions,
\,./ competitively bid?

4l-r
n yes fl l,lo X ruln Remarks: lf applicable.

\0.JDoes the CHP 315, Price Comparison Worksheet,
- document at least two price quotations? n Yes X l.to nun Remarks: No 43s on file which

required competitive bid.

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

I Yes Druo X ruln Remarks:

12, Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3SS5.3?

D Yes nuo X rurn Remarks:

13, Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

E Yes Druo X Nln Remarks:

'14. Are items checked immediately for content and
damage when delivered? I ves I trto n ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account payable Unit,
within three business days of receipt, if all items are
accepted?

fi yes nruo E ru¡n Remarks: Whenever possible.

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

n Yes X tlo n N/A Remarks: Clerical advised of this
requirement.

'17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

! Yes X t¡o n ru¡n Remarks: Clerical apprised of this
requirement for future.

18. ls the original"received copy" retained by the
command for completion and fonivarding to the FMS
when the complete shipment is received?

X Yes Iruo n N/A Remarks:

'19. Are Damaoed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

fi Yes n ¡¡o E ru¡n Remarks:

CHP 680C (Rev 09{8) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

n yes nruo X ruln Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

I Yes nruo ! ruln Remarks: As needed, i.e. Office
Depot,

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch, 11, Topic 4)

X Yes ! tto nrun Remarks;

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

I Yes Druo nrun Remarks: e.g, Staff meeting minutes

24. Are purchase orders split to evade competit¡ve
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! ves X ¡,to [run Remarks:

CHP 680C (Rev.0948) OPt 010
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C}EPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROG RAM
:INSPECTION CHECKLIST
,GÞapter 3, Command Procurements
Cal-Card Program
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1 ol2

uommand:

Humboldt
Division;
Northern

Number:

Evaluated by:

Kimberly Holland OSSI
Datê:

11t10t08
Assisted by: Date:

ll in the blanks as indicated. Any discrepancies with policy,
mmented on via the "Remarks" sec{ion. Additionally, such
ocument and addressed to the next level of command,

TYFE OF'INSPECTION

E,iDivision Level [tComrnand Levet

:ElExecutiveOfficeLevel flVotuntarySelf-lnspeotion

l-ollow-up
[-l Yes

Required
Xl ruo

Ll Follow-up lnspection Qommandeþ Signatute:Æ-Áz/Æ Date:

;/-,/.d..7,P
iFor applicable policy, refer to: HpM 11.2, Chapter 3

1. Are att employees associated with the use of the Cal_
Card program completing the CHp 7gS, Conflict of

, lnterest Statement, Emplovee. form?
X yes nruo Evn Remarks:

2. Are STD, 2
maintained within the Cal Card command file for
each vendor utilized?

E ves Eruo n ruln Remarks:

3. Are STD, 2O4 Pà' in the Cal Card command file for each vendor
utilized?

X yes nno fl N/A Remarks:

4. Are California lntegrated W@
Form74 documents maintained for eaõh vendor
utilized?

X yes fJ r'lo n ¡.¡ln Remarks:

5. lf the vendor is a
is the certification
General Services

X ves n ¡lo I ¡¡n Remarks:

6. When fair anO
reasonable method documented and properly
justifled? ffi Yes I t'to E ruin Remarks:

7. Are.purchaSer
to circumvent transaction purchase limits? n Yes XNo Drun Remerks:

8. Does the CHP
purchase? X Yes I tto X ¡lrn Remarks:

'9. Are bank stateme
Cal Card Log and the receipts/invoices? X Yes nNo n ru¡n Remarks:

Ç.HP 680D (Rsv 094€) Opt 01o



I]GJIJ-LØ_?ØØe 11:57 CF]LIFOR|'']IÊ HIEHhJÊY PÊTREL

' S-fATE:-OF CALI FORNIA
' ¡EpnsMEMr OF CALTFORNTA Htct-{WAy PATROL

INSPECTION PROGRAM
'INSP,EC.TION C H EC KLIST
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Page 2o12

'Ghaptgr 3, Command Procurements
,Cäl-Gard Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? fi Yes X ¡lo !run Remarks:

11, Are credit invoices/receipts for returned items
maintained with the bank staternent? X Yes n ¡¡o nNn Remerksi

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit prioe of the item(s) purchased on
the bank statement.

ElYes n tlo fl run Remarks:

13, Are Cal Cards maintained in a secure area?
X Yes l-l ¡lo Erun Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes n ¡¡o E rurn Remarks:

15, Have all cardholders received training on the
Department's procurement processes? E yes Xruo n n¡n Remarks: ReDs & ARMS trainlng

scheduled for late 08.

16. Ar.e itern(s) purchased with the Cal Gard prohibited
by departrnental policy? n Yes X ¡lo û ru¡n Remarks:

CHP ô€0D (Rev 09os) OPt OlO
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurernents
X-Number Program

Page 1of 2
Uommand:

Humboldt
utvlston:
Northern

Number:

Evaluated by:

H.J. Rosendahl
Date:

03/13/09
Assisted by:

Kimberlv Holland
uate:
03/03/09

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill inlheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level fi Command Level

D Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required.
l-l Yes X ruo

lJ Follow-up lnspection (
-6brfnanCer$ S i g r¡atu rel r

J)I¿"Jt"( ),n-u-*
Date:

si r, /.'q
For applicable policy, refer to: HPM 1 1 .1, Ghapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? l-l Voo X t'lo I rula Remarks:

2. Does all X Number file documentation contain the
SïD. 204 Payee Data Record? X yes I trlo Ivn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X yes tr trto n ruin Rernarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes I t'¡o I ¡lln Remarks:

5. Are X Numbers issued for a one-time use?
X Yes [--l tto lvn Remarks:

6. Are prohibited services performed using an X
Number? I Yes X trlo ! nln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes Iruo E ruln Remarks:

B, Are X Numbers issued for telecommunicatlons
related services pre-approved by
Telecomrnunications Section?

X Yes I tlo E ru¡A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $,1,000
have prior approval from Facilities Section?

X Yes []ruo tr ruln Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Com missioner?

! Yes tr t'lo Xvn Remarks:

- - GHP 6B0E1Rev. O9-08)-OPl 010- -
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

OOMMAN D IhJSPECTIOÌ\! PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurernents
X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? ! ves ! tlo E nln Remarks:All small businesses

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes Iruo D Nla Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

I ves I tlo I ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes Ino n ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? E Yes trru0 I ruln Remarks:

CHP.680L(Rev.09.08) OPI 01O. 
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Humboldt
Division:
Northern

Number:

Evaluated by:

Sgt, H.J, Rosendahl
uate

03/05/09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" ôection. Additionally, sucil
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
l-urthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-up

the box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level x Command Level

! Executive Office Levei ! Voluntary SelÊlnspection

Lead lnspector's Signaiure:

fuL",-/'l/
Follow-up Required:
IYes xNo

lJ Follow-up lnspection Date:

s [q loq
For applicable policy, referto: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHp 7BS, Conflict of
lnterest Statement, Emplovee, form?

x Yes Iruo ! ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

x Yes trNo !vn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card comrnand file for each vendor
utilized?

x Yes I t¡o E N/A Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

x Yes Iruo I ru¡n Remarks: When appropriate

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

x Yes No nvn Remarks: List of DGS SB/MB/DVSB
in file from website.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

x Yes trruo nvn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes xNo n N¡n Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? x Yes nruo n N/A Remarks:

9. Are bank statements reconciled with the CHp 317
Cal Card Log and the receipts/invoices? x Yes nruo ! N/A Remarks:

CHP 680D (Rov 0948) oPl 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? x Yes trNo D Ntn Remarks:

1'1. Are credit invoices/receipts for returned items
maintained with the bank statement? n Yes n ¡lo x N/A Remarks:

12. Ðo non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

x Yes nno n ruin Remarks:

'13. Are Cal Cards maintained in a secure area?
x Yes [-l tlo E ruln Remarks:

14. Are Cal Card purchases pre-approved by the
commander? x Yes f,ruo X Nln Remarks:

15. Have all cardholders received training on the
Department's procurement processes? x Yes n ¡lo nvn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes xNo Ivn Remarks:

CHP 6800 (Rêv 09.08) OPI 010
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STATE OF CALIFORNIA
,'-çPARnUENT oF cAuFoRNtA HtcFtwAy pATRoL

I=OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

P 010/020

Page 1of 3
uommanc:

Susanville
urvrstonl

Northern
NUtnDel:

140
Evalueted byl

Pennv Mahenski, OSSI
Date;

10t29t08
Assisted by;

Erik Liband. Lieutenant
Date;

10t2gt0B

(

INSTRUCTIOI!5: Answer indiv¡duâl items with 'Yes" or'No" answsrs, or flll in the blanks âs ind¡câted. Any discrepañcies with policy,
applicable legal etatues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" sectlon- Additionally, such
discrepancles and/or deficiencies shafl be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shafl include any tullow-up and/or conoctive action(s) takon, lf this form is used as a Follow-up
lnspection, the ".Follow-up lnspection" box shall be marked and only deficient items need to ba re-inspected,

E oîvîsion Level fi Command Level

I Executive Office Level ! Voluntary Self,lnspection

Bed Inap€ctor's Sþnaturer

Follow-up Required;
tr yes Efrio n fotrcw-up lnspection

Dale:

10t29to8

For applicable policy, refer to; HPM 1 1,2, Chapter 7

1. Are pafticipants in the procurernent process at the
cornmand level familiar with the relatôd policies and

) 
procedures for purchasing?

X Yes [ ¡to D N/A Rernerks:

2. Have Approvers/reviewers of purchases received
procurement training? XlYes fl No Erun Remarks;

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment
r Commodities for personal use
. Confirming order
¡ Purchases via the internet

I Yes E ¡to E x¡n RemarKç:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodîty items obtainaþle from
different suppliers or from different statewide
commodity contracts?

fl ves .E[ tto fl N/A RÊmerks:

5. ls allrequired information ontered on the CHP 43,
Purchase Requisition? ffi Yes n ¡¡o E n¡a Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes n rvo n N¡n Remarks: .

l. _ 7. Are expedited requests br the purchase of goods' ) foruvarded to the Assistant Commissioner, Stafi, for
1J approval?

I

X Yes E ¡lo n ru¿n
Remarks:

.J i+
0 

^ro'
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STATEOF CALIFORNIA
/-çnenwrENT oF CAUFORNIA HtGl-lWAy pATRoL
\æOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

P. 0Il/020

Page 2 ol 3

8, Do specialized items purchased contain the
appropriate Þívision, and/or OPI approvals? X Yes lNo nrun Rømârks:

L Are the CHP 43, Purchase Requisitíons,
competitively bid? X Yes ! ¡lo ! ruln RâmeIks:

10. Does the CHP 315, Pr¡ce Cornparison Worksheet,
document at least two price quotations? X Yes fJNo fl run Rernarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X ves nruo fl ¡¡¿n Remarkç:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existíng departmental
equipment in compliance with SAM 3OSS.3?

ff ves ENo p ruin Remarks:

)
13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective
Action Plan documents?

ff v"" n ¡¡o EtN/A
RernÉrksi

14. Aro items checked immediately for oontent and
damage when delivered? E ves nruo fl N/A Remarks:

15. ls the ureceived copyn of the purchase order
approved, dated, and forwarded to the Físcal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, Íf all items are
accepted?

X Yes E tlo Erun Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

! Yes E l.lo N N/A Remarks; Area's praotioe has been
tc r€tÊln for three years. We will now
comply by attaching the freight or
packl¡g Bllps to tho recglved copy.

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgemont that a portjon of the order has
been received?

E Yes E ¡,lo ! ru¡n Remerks:

18, ls the original"received copy" retained by the
command for completion and fon¡varding to the FMS
when the complete shipment is received?

X Yes fJ tlo fl x¡n Remarks:

)

19. Are DATaq"e,d-¡lemg delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

EIYes E ¡lo E ru¡n Remarks:

cHF ESOC (R€v 09'08) oPtolO
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Page 3of3
STATE OF CAUFORNIA

r'ìpnnnr¡eNT oF cALTFoRNTA HtcHWAy pATRoL

EomuAND INSPEcTIoN PRoGRAM
lr.¡bpecnoN cHEcKltsr
Chapter 3, Commend Procurernents
Purchases

s Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-maif, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
investígated to ensure the orders ara not opened for
an unreasonable length of time, (SAM 8422,0)

copies of the purchase requísitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

24, Are purchase orders split to evade
Þidding requirements or to circurnvent tha
Depa rtrnent's dele gated p u rohase au th ority limits?

CHPß60C (Rcv O9{B)OPl 010
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STATE OF CALIFORNIA
DEPARTMENT OT CnU ONruN HIGHWAY PATROL

C;oMMAND INSPECTTON PROGRAM
INSPECTION GHECKLIST
Chapter 3, Cbmmand Procurements
X-Number Program

P.013/020

Page 1o'Í2
Command:

Susanville
utvtston:

Noñhern
NUmû€r:

140
Evaluated by:

Pennv Mahenski, OSSI
uetâ:

10t2gt08
Assisted by:

Erik Liband, Lieutenant
Date;

ß2W48

INSTRUCTIONS: Answer individual ltems with "Yes" er "No" answers, or 1¡ll in the blanks as lndicated. Any dlscrepancies with polícy,
applicable legal statues, or deficiencies noted Ìn the inspections shall be commented on via the "Remarks" sectîon. Additîonally, such

documented on an ssed to the next level of command,
all include any follo aken. lf this form is usad as a Folfow-up
shail be msrked an re-inspacted.

fJ Oivision tevel ! Command Levet

n Executive Office Level I Voluntary Self-lnspection

Lead I nspoclo/s SignsturÉ:

Fo
f

low-up Required:
Yes Flwo

n Follow-up lnspection Date:

10f29.tDA

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multipfe X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? fJYes Xwo I N/A Remarks;

)
t'

2. Does allX Number file documentation contain the
STD. 204 Payee Data Record? X Yes E tto nrun Rsmerks:

3, Do X Numbers requiring a contract (i.e., janitorial or
landòcaping) have'prioiapproval from the Business
Services Section commander?

EIYes ! t'¡o nrun Remarks:

4, Are X Number requests made prior to the date the
services are performed? XlYes Eruo Erun RemErks;

5. Are X Numbers issued for a one-time use?
X Yes l-l t'lo l-l run Romarks:

6. Are prohibited services perficrmed using an X
Number? E yes XNo n ¡un Rema¡ks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a comrnodlty? XlYes E tlo fl N/A ReñBrkÊl

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section ?

n Yes X tlo fl NiA Remerks:

9. Do X Numbers used for facilitîes related services
(such as roof repalr, electrical) costing overg1,000
have prior approvalfrom Facilities Section?

XlYes nNo n ¡un Remarks:

I 10. Do X Numbers issued for lapsed contractuat
) agreements have prior approval by the appropriate

Assistant Commissioner?
I ves E tlo X n¡n Remarks: Nevor experienced th¡s.

CHP BgoElR€v oÐ{El oPlolo
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STATE OF CAUFORT.ilA
trCTRRT¡I¿ËNT OF GALIFORNIA HIGHWAY PATROL

/.-îoMMAND INSPECTION PROG RAM
ñrspecrfoN cHEcKLtsr

Chapter 3, Command Procurements
X-Number Program

P,014/020

Page 2oÍ2

11, Do all X Numbers awarded to a non-srnall business
vendor contain three price quotations? X Yes flt'¡o Trun Remarks: When possiþle. We are a

rural area wlth liñltÊd sErulçes.

12. Do all X Nurnbers awarded to a small business
vendor conta¡n the srnall business certífication from
the Department of General Services (DGS)?

X Yes ENo flruin Remarks:

13. Þoes the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendprs?

XlYes [ ¡¿o nrun ReñËrl(s:

14, Do emergoncy service X Numbers document and
justify the emergency? EIYes Ëwo n ¡ua Remerks:

15. ls the ítemized invoice for each X Number seruice
maintained in the command's files? X Yes fJtto E ¡¡n Remarks:

o
cHP eBoE (R€v. 0S-08) OPt O10
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STATE OF ÇALIFORNIA,*.f ÊÀnñ,reîn if rilLrnon¡rr,r HrGr.wAy FATRoLT-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

P 015/020

Page 1 of 4

uommano:

Susanvilfe
utvtÊfon:

NoÉhern
Number

140
Eveluatod by:

Pennv Mahenski. OSSt
DETE:

1At29t)B
AâslstÊCl þy:

Erik Liband, Lieutenant
oEtê:

ßt2wa8

INSTRUCTIONS: Answer individual items with "Yes" or'No" answers, orfill in the blanK6 as indicaled. Any discrepancies with policy,
applicable legal stetues, or deficiencies noted in the inspections Ëhell be commented on via the 'Rêmarks" section, Additionally, such
discrepancies and/or deficiencÍes shall be documented on an Exceptions Document and addressed to the next level of command.
Furlhermore, the Exceptions Document shalf include any follow-up andlor corrective action(s) taken. lf thls form is used as a Follow-up
lnspection, the "Follow-up lnspection' þox shalf be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level EJCommand Level

n Executive Office Level flVoluntary Self-lnspection

Lead lnspectois Signaturel

Follow-up Requiredr
l-l Yes FZ r.¡o

lJ Foltow-up lnspection *ryu'>7 Dêtê:

10t2gl0g

For applioable polioy, refer to; HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
seru¡ce contracts which are repetitive, regardless of
the estimated doilar value?

)
! ves Eruo X N/A Remarks; Not done et Arsa.

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? ! Yes nno X N/A Remarke: Not dëne etAfea,

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginn¡ng with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes EJ t'lo D ¡¡n Remarks:

4. Is the performance of contract servíces monitored
and docurnented? X Yes n ¡¡o !run Remarks:

'5. Are all copies of correspondence with the vendor
maintained? X Yes [] ¡to [run Remarks:

0. Are letters for contracts documented and mainta¡ned
which outline any problems related to substandard or
non-performance of the vendor?

E Yes n ¡lo n n¡n Remarks:

7. ls the final produet to be delivered described
specifically arid in as much detailas possible in the
CHP 78?

Ë Yes úwo Xrun Remarks: Not dono at Aroa

8, Are all required levels of approval/signature obtained
including the requíred docurnentation and approvals
forexpedite and emorgoncy contracts per HPM 11.1,
Chapter 22, before forwarding the ÇHP 78 or CHP
78A.?

E Yes fl No x N/A Remsrks; Net donê etArÉâ.

cHF B80F lR€v 0S0Bl OPt 010
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STATE OF CALIFORNIA
,,---ìEPARTMENT OF CAUFORNIA HIGHWAY PATROL
ts-)OMMAND INSPECTION PROGRAIIII

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

P,016/020

Page ,2 of 4

9. Are requests for contract seruices fess than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

fJYes D tto x N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreernent? fi ves ENo I N/A Remarks;

11, Are contract services porformed according to the
qualíty, quantity, objectives, timeframes, and In the
mannèr specified in the contract (e.9., review
progress reports and interim products)?

EïYes E t¡o u N/A Remarksr

12. Are invoices for payment reviowed and approved to
substantíate expenditures for work performed and to
prevent penalties being assessed?

XlYes E tlo E ¡¡¡n Remarksl

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
¿s required by contract?

X Yes I tlo Erun Remarks:

14, Does the requestor veriñ7 the contractor has fulfilled
all requirements of the contract before approving the
finalinvoice?

ffi ves nno E ¡¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Sect¡on for payment?

X Yes ü t',¡o nun Remarksr

16, Are all applicable form sections of the GHP 78
completed? fJYes nruo X N/A Remarks: Not done at Area

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential pubtíc services?

E Yes fl l¡o E NIR Remafts:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

E Yes INo XI ¡ltn Remarks: All contractE fotA¡ee er€
prepared at Fecilities.

19. Are problems concerning the contractor's
performance fully documented in writing and made a

-\ pafi of the contract manager's contract file?
)

E Yes E tto n N/A Remarks;

20. Are contract amendment request dollar amounts
increased more than 30%? n Yes ll I'lo Ñ N/A Remarks;

ChP 6E0F {Rév. 0+O8) OPI 010



0cT/09/2009/FRI 10:35 AM

STATEOF CALIFORNIA

¡--lpennruqNT oF cALtFoRNTA Htcl-M/Ay pATRoL

I?OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Contracts

P . }It /020

Page 3 of4

21. ls the length of the contract amendment requost
more than one yaar? E ves nruo EXrun Rêmerks: Not done â( Arêe

22. Are amendments requested before the expiration of
the originaf contract? fi Yes n ¡¡o n ¡¡¡n Remarks:

23, ls a seryice contract on a CHP 78, Contract Request
in itiated fo r a ny commercial meeting/conforence
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes E ¡¡o X ruTN
Remarks:

24, Do confurence room rentalcosts exceedìng the $500
per day limÌt have pre-approval from Assistant
Commîssioner, Staff?

n Yes I lvo X ru¡n RemBrk6:

25. Are California Department of Justice (DOJ) and
Federal Bureau.of tnvestigatíon (FBl) finoemddi

'çhecks and driver license checks conductod for all of
the following types of egreements:

) l1) Avionios Maintenance and Repair
' (?) Helicopter Maintenance and Repair

(3) lnstructor Services (on+ite)
(4) JenìtoríalServices
(5) Consulting ServlceÊ

I Yes ENo n uln Remarks: Had one temp janitor for
less than 90 days. We ran DL onþ
as the hours were such that she was
continuously supervised.

26. ls a driver license chect( conducted for, bul not
limited to, all of the following types of agreements, if
the contractor and/or speciflcally assigned personnel
are scheduled to þe on-site for more than 30 days:

(1) AIam end Flrs Alarm Monltorlng
(2) Came¡a Maintenanc€ and Repair
($) .Carpet lnstallet¡on
(41 Diesel Generator Maintenance and Repair
(5) Dishwasher Malntenance and Repalr
(6) Elevator Maintenãnce and Repair
(7) Ëlre Éxtinguisher Service
(8) Garage Door Maintenance and Repair
(g) Grêphlc Arts Équiprnent Maîntenance and Repair
(10) Heating, Ventilation, and Alr Condltlonlng Serulce
(1 1) Laundry/Linen Service
(12) OfficaMachine Me¡ntenance and Repelr
(13) Painting Services (interior of facili$)
(14) Plumblng SêrulcÊs
(15) Scale Maintenance and Repair
(16) Steqm Cleaning Serv¡oee (Cepet, not scales)
(f 7) Telephone Services {cellular, satsll¡te, and regular)
(16) Televísion Equipment Maintenance and Repa¡r
( 1 9)Unintemrptiþle Power Supply Maintenance and Repalr

)

D Yes fJ ¡¡o Xlnrn Rsmgrl(s:

CttP 6EoF (R€v. o9-oE) OPt o1o
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STATÉ OË CVALIFORNIA

r-ìÈpnnnueln bÈ ôÀ-rronrun HrGr.M/Ay pATRoL

+OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

P.018/020

Page 4 of 4

27. Are al[ driver license and fingerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number frcr retention after
Comrnander review?

E Yes n ¡¡o X w¡¡ RêmarkÊ:

28. ls CSU advised by the comrnand to determine if
adverse information discovered is grounds for
canceling the contract (i-e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes E tto EI ¡vla Rema¡ks:

29. Are all invoices, recotds, and refevant documentation
maintained for three vears afier the final payment of
the contract?

X Yes D t'¡o nrun Remarks:

30. Is a log sheet maintained for a diary of activîties
related to the contract? X Yes E tto tr ¡un Remarks:

31. ls a computer file prepared for all contracts
administered? EJYes nruo fIruin Remarks:

32. ls a spreadsheet prepared listing allexpenditures?
! ves X t¡o E ru¡N Remarks: We anticipata tracking

evmn¡Jilrrrce vi¡ ARMS l¡einin¡

33. ls the notiflcation to the contractor documented for
the start date ñcr services to begin? E Yes E l.lo X ula Remafts:

34. Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the oontract?

X Yes fJruo n ¡¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contaín detailed performance criteria and a schedule

. ior performance? (SCM Vol. l, Ch. 3, Section 3.02.1)
E Yes fl¡¡o X ¡¡n Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol- l, Ch. 3, Section 3-02.5)

E Yes fJ tlo X ru¡n Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vof, 1, Ch.4, Section 4,09) E Yes n ¡¿o E N/A Râmarks:

38. Are the requÍrements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol, l,
Ch. 7, Section 7.05)

! Yes ! t'¡o EX ruin Flemarks:

ì.
) 

3e' Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,
Ch.4, Section 4-09)

E Yes ENo fJru¡n Remarks:

cHP g80F(Rev 0E-O8) OPt 01O
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STATE OF CALIFORNIA
/-\EPARTMENT oF CALIFoRNIA HIGIiVVAY PATRoL

'-.IOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Cal-Card Program

P,019/020

Page 1 of2

Ç0mm€nd:

Susanville
Division:

NoÉhern
NUmÞer:

140
Èvatuateo Dy:

Pennv Mahenski. OSSI
Arsisted by:

Erik Liband, Lieutenant
Daler

1012e108

INSTRUCTIONS; Answer individual items with "Yes' or uNo'ansarefs, orfill in the blanks as indicated. Any discrepencies with policy,
applicable logal statues, or defciencies noted in the inspections shall be commented on via the 'Remerks' lestion. Additionally, sucír
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of cornmand.
Funnelmofe- the Fì(cePt¡ons Doq,lment shall include any follow-up and/or corrective action(s) taken- lf thÌs form is used as a Follow-up

, the box shall be marked and only deficient iterns need to be

TYPE OF INSPECÏON

! DivÍsion level ffi Command Level

! Executive Office Level n Voluntary Self-lnspection

lffctor's Signature:

\È**

Follow-up Required:
lll Yes .FI ruo

[J Follow-up lnspection Date:

10129108

For applicable policy, refer to; HpM 11_2, Chapter S

1. Are alf employees associated with the use of the Cal,
Card.program cornpleting the CHp 7BS, Conffict of
lnterest Statement, Emplovee. form?

E Yes ENo N N¡N Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilizedT

XlYes !ruo E Nn Remarks:

3. Are STD, 204 Payee Data Record forms maintained
in the CalCard command file for each vendor
utilized?

K Yes nNo n u¡n Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

K Yes ! ¡to I N¡a RemEtk6:

5. lf the vendor is a small business or DVBE is utilized,
is the ceftification letter from the Department of
General Services maintained in the flle?

X Yes nruo D ¡l¡n Remarke:

6. When fair and reasonaþle is util¡zed, is the fair and
feasonable method documented and properly
justified?

EIYes t ¡lo f] N/A Remarks:

7. Are purchases split into multìple transactions in order
to circumvent transaction purchase limits? fJYes Xwo nrun Remerke:

E. Does the CHP 317 CalCard Log tully descriþe the
purchase? EIYes D ¡lo fJ N/A Remarks:

9. Are bank statements reconciled with the CHp 917
Cal Card Log and the receipts/invoices? X Yes üruo E N/A Remarks:

cHP 68OD (RÉv 09{8) OPt O1O



TcT/09/2009/FRI 10: 36 AM

STATE OF CALIFORNIA
,^QEPARTMENT oF CALIFORNIA HIGIIWAY PATRoL

'=jourvlAND INSPEcIoN pRoc RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

P,020/020

Page 2of2

10, Is the CHP 317 Cal Card Log properly authorized
and maintained? Xl Yes ENo nnn Remerks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? I Yes ENo fl N/A Remarks:

12. Do non-itemized purchase receiptsiÌnvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the þank statement.

ElYes n ¡¡o fl ¡¡¡n Remarks:

13. Are CalCards maintained in a secure area?
XlYes I lNo II run Remarks:

14- Are Cal Card purchases pÍe-apprþved by the
commander? X Yes [ ¡lo ürun Remarks;

15. Have allcardholders received training on the
Department's procurement processes? n Yes I ¡lo !run Remarks: Neither Cal Card holder

has Þeen prcvided tleining.

\ 16. Are item(s) purchased with the Cal Card prohibited

) by departmentatpoticy? Ë Yes El No E ntR Remarks:

cHP 6800 (Rea o9Ð8) OPI Ql 0
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STATE OF CAIJFORNIA
DEPARN4ENT OF GALIFORNIA HIGI-IWAY PATROI.

COMMAND INSPEGTION PR.OGRAM
EXCEPTIONS DOCUMENT

P, t01/020

uommano;

Susanville
DMISION:
Northem

Chapter
4

lnspeded by:

OSSI Pennv Mahenski
DâtE:

10t2gtog
::-

INSTRUCTIONS: Thls dôôumenl shall be typed. Check appropriate boxes as necÆ$sary, or fill in üre Hanks as indicated. Enter the clapter
nurnber of the lnspectlorr ln the Chapt€r lnspection number, Undar "Forward to:' enter úle next level of command whee lhe doanment
shall be routed to and Ìts due date, This doct¡ment shall be ut¡liz€d to document innovaüva practices, suggestions for statewlde
improvement, idantified deficiencies, conec{íve action plans, and may be u6ed tq åppeal findings, A CHP 5l Memorandufn mây be usêd H
additional

TYPE OF INSPECTION

El Dlvlslon Levet EJ Command Levet

fJ Executive Office Level i '

I Corrective Aotion Plan lnoluded

fJ App€qlrncluded

! Attactrments lncluded

Follow-up Required:

+Yes E No

Fon¡rard to:

Due Date:

Comrnande/s Sig nature:

//-

I ngppgtor's Co mments Regard ing I n novative Practices:

Command for Statewide t:

lnsoector's Findinos:

. Neither Cal Card holdenhas been provided traíning on the Deparfment's þrocurement processes.

CHP 6004 (Rev, 0940) OPI 0f0
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'ov',
SÍATE OF CAUFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

P 008/020

Commander's Respo

Comments:

The Susanville Area Automotive Technician and the Office Assistant will receive Cal Card training by the
erid of the First QuaÉer, 2099.

cHP 880A (Rev. 0SO8l OPtOIO
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./

- dtareor cALTFoRNTA. 
DEPARTMENT OF CåUFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM. EXCEPTIONS DOCUMENT

Page 3

P, 009/020

commHnc:

Susanville
Dlv¡3lon;
N.o(hern

Chaptån
3

Penny Mahenski 10/2s108

RavieMDecision: Íhts shatl be thø ontv levet ö

Dater
11|2U2QO8

Respohdlng CoHlhander's SignaturÊ (for appeat): Deto:

CHÞ s60A (Rev. oe4€) OPI oro
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION.CHECKLIST
Chqpter 3, Command Procurements
Purchases

Command:

Reddinq - 135
Division: Number:

Evaluated by:

Dorothv Romeo
Date:

10t30108
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the'inspections shall be commqnted on Via the "Remarks" section. Additionally, such
discrepancies and/or.deficiencies shall be documented on an Exceptions Docurnent and addressed to'the next level of command,
Furthermore, the Exceptions Document shall.include.any follow-up.anrl/or corrective action(s) laken, lf tliis form is used as a Follow-up
lnspection,Ihe "Follow-up lnspection" box.shall be marked and onl¡ deficient items needto be re-inspected,

TYPE OF INSPECTION

n Division Level ffi Oommand,Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
E Yes X tlo n Follow-up lnspection

Commander's Sionature:

CWb,r4pQr iolæ"1øs

For applieable policy, refer to: HPM 1 1.2, Chapter 7
a

1. Are.participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasiRg?

X Yes nruo n ru¡n Remarks:

2, È{ave Approverslreviewers.of purchases reeeived-
procurement training? X Yes [] ¡lo !run Remarks:

3, ,,Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Comrnodities for personal use

. Confirming order

. Purchases via the internet

n Yes XNo n Nln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainab'le from
different suppliers or from different statewide
commodity contracts?

X Yes nNo E N/A Remarks:

5, ls all required information entered on the CHP 43,
Purchase Requisition? X Yes nNo I Nln Remarks:

6, Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fìscal year (July 1)?

X Yes f] l.lo ! ru¡n Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

I ves trNo Xrun Remarks:

CHP 680C (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command iProcurements

Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo E rula Remarks:

I, Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nNo X ruln Remarks:

10, Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes !No n ru¡n Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes nruo Xrun Remarks:

12. Are,Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equiprnent in compliance with SAM 3555.3?

X Yes nNo E ruln Remarks:

13, Do Non-Cornpetitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes INo fl N/A Remarks:

14. Are items checked irnmediately for content and
darnage when delivered? X Yes nno fl N/A Remarks:

15. ls the "received copy" of the purchase order
approved; dated, and fonrvarded to the Fiscal
ManagemenT Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nruo n N¡a Remarks:

16. Are freight and/or packing slips attached to the
reoeived copy of the purchase order and sent to
FMS?

X Yes n ¡lo n n¡¡a Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?.

X Yes n ¡¡o I N/A Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the.Complete shiþment is re-ceived?

X Yes !No nrun Remarks:

19. Are Damãqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes n ¡lo E ru¡n Remarks:

CHP 680C (Rev 09Ð8) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENTOF CALIFORNIA HIGI-IWAY PAMOL

GOMMAND ]INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter.3, Command Pròcurements
Purchases
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STATE OF CALIFORNIA
DEPARIMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

uomman0:

Reddino - 135
Division: Number:

Evaluated by:

Dorothv Romeo
Date:

10t28108
Assisted by: Date;

INSTRUCTIONS: Answer individual items with "Yes" or'"No" answers, or flll in the blanks as indicated. Any discrepancies with policy,
applicable legal statnes, or deficiencies noted in the inspections shall 'be commented on via the 'lRema¡:ks" section. Additionally, such
díscrepancies:and/or deficiencies shall .be documented on an Exceptions Document and addressed to the'next level of command,
Furthêrmore, the'Exceptions Document shall include any follow.up and/.or corrective'action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up'lnspêction" box shall:be marked and only deficient items need,to'be re-inspected,

TYPE OF INSPECTION

I Division Level I Command Level

n Executive Office Level f] Voluntary Self-lnspection

Lead lnspectoris Signature:

Follow-up ReqLr¡¡.6'
i-l Yes X ruo

n Follow-up lnspection

C.q?r.
Date:

ro l:ro loe
For applicable policy, refer to; HPM 1 1 .1, Chapter 23

t/

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? I Yes X t¡o tr ru¡n Remarks;

2. Does all X N'umber file documentation contain the
STD, 204 Payee Data Record? X Yes n ¡lo ! rurn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval frorn the Business
Services Section commander?

X Yes n ¡¡o x N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo ! ru¡n Remarks:

5. Are X Numbers issued for,a one-time use?
X Yes l-l ruo ll run Remarks:

6, Are prohibited services performed using an X
Number? n Yes X l.¡o n N/A Remarks:

7, Are X Numbers used for the proourement of a
service and not the purchase of a commodity? X Yes nruo I ru¡n Remarks:

L Are X Numbers issued for telecommunications
¡elated services pre,approved by
Telecommunications Section?

n Yes X l,lo n Nln Remarks: These services are
covered under contraots through
Telecommunications Section,

9. Eo X Numbers used for facílities related services
(s_9ch as roof repáir, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes nruo tr ru¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approvâl by the appropriate
Assistant Commissioner?

X Yes XNo T ru¡N Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMETII OF CALIFORNIA HlGI-IWAY PATROL

COMMAND INSP.ECTION PROG'RAM
INSPECTION CHECKHST
Chapter 3,, Command Procurements
X-Number.Program

11. Do allX;NurÍbers awarded to'a non.small business
vendor contain three price quotations? n Yes X Itlo n ru¡n Remarks: Three vendors may not be

availâble in this area.

12, .Ds:all XrNumbers awardedto a small:business
vendor óontáin the small :business.certification from
the Department,of GeneraI Services (DGS)?

X Yes I trto !Nn Remarks:

13. Does the'file,documentation contain fhe,STD. 21

Drug:Free workplace certification for X Number
vendors?

X Yes Dwo nNn Remarks:

14, Do emergency service X Numbers'documênt and
justify the emergency? X Yes []ruo Erun Remarks:

15. ls the :iternized invoice for,each X Number service
maintained inìthe command's fles? X Yes I trlo n N/A Remarks:

CHP 680Ê (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Contracts

Page 1 of 4

Command:

Reddinq - 135
Dvson Number:

Evaluated þy:

Dorothv Romeo
Date:

10t28t08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill:in the blanks as indicated. Any discrepancies with policy,

applicable legal.statues, or,defìciencies noted in the inspections shall be commerited on via the "Remarks" section. Additionall¡¡, such

discrepancieõ and/or.deficiencies.shall:be documented on an Exceptions Document and addressed to the Rext level of'command.
rd/or corrective action(s) taken, lf this form is used as a Follow-up

TYPE OF INSPECTION

tr Division Level I Command Level

fJ Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature;

Follow-up Required:
'[l Yes X l,,lo

l_J Follow-up lnspection Commander's Siqnature:

qìÅÅ,: 1L,,trr.
Date:

ioLza log

For applicable policy, reÏer to: HPM 1 1.1, Chapter 22
U

1, ls a:CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes I l,lo ! n¡n Remarks:

2 ls a CHP 78'Contract Request used for one-time
nruo XruN

' 
Remâ-iks:-Th€Sê âÍê re.quested from
OHP Business Services.Seêtion.n ves

,3. ls the Office of Primary lnterest (OPl) tracking
n u mberi¡g beg irìnin g w¡th 

:tne 
req ueéting command

three-digit location code used, followed by "CP" ior
contract payable listed on the CHP 78?

n Yes 'n ruo X ruln Remarks: This is handled by the
CFIP Business Services Section.

4. ls the performance of csntract services monitored
and documented? fi yes nruo ! ruln Remarks:

5, ,Are all copies of correspondence with the vendor
maintâined? X Yes Iruo n ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes X tlo [ ru¡n Remarks:

7, ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nNo fl N/A Remarks:

B. Are all required levels sf approval/sigRature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,

Chapter 22,betore forwarding the CHP 78 or CHP
784?

X Yes ENo I ¡lln Remarks:

CHP 680F (Rev,0948) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CFIECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved öy Assistant Commissioner, Staff, for
expedited processing?

X Yes !No trrun Remarks:

10. ls allwork completed and accepted by the
Deparfment before expiration of contract agreement? X Yes I l,lo I ru¡n Remarks:

11, Are contract services performed according fo the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes ! Irto n N/A Remarks:

12. Are invoices for,payment reviewed.and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo nrun Remarks:

13. Are contract expenditures monitored to ensure there
are.ôufficiént funds to pay for all services rendered
as required by contract?

X Yes nruo ! N¡n Remarks:

1 4 Does :th e :req uestor-verify -th e contraetor' has'fu lfi I led
all requirements of the contract before approving the
final.invoice?

n N/AX Yes INo

15. ls the final invoice identified and approved, as
appropriate,and forwarded to Fiscal Management
Section for payment?

X Yes ! l.lo n N/A Remarks:

16. ,Are all applicable form sections of the CHP 78
' completed? X Yes X tto n N/A Remarks:

17. Do,emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes !No trrun Remarks:

18, Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nruo tr ru¡n Remarks:

19. Are problems concerning the csnt¡'actor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes nNo x N/A Remarks: Handled atthe
Headquarters level, bY Business
Services Section.

20. Are contract amendment request dollar amounts
increased more than 30%? [-l Yes l-l tlo X N¡N Remarks: Same as above,

CHP 680F (Rev 09-08) OPI 010



Page 3 of 4

STATE OF CALIFORNA
DEP.ARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND .INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one,year? ! Yes I t'¡o x N/A Remarks: Handled atthe

Headquarters level by'Business
Services Section.

22, Are amendments requested beforethe expiration of
the original contract? X Yes E l.to x N/A Remarks: Same as above.

23. ls a service,contract on a CHP 78, Contract'Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

:!yes tr trto x N/A Remârks: Does not apply at the Area
level.

24. Do conference room rental costs exceeding the $500
per day,lirnit have pre-approval from Assistãnt
Corn íriissíon er, Staff?

n Yes I tlo x N/A Remarks: Same as above,

25. Are CaliforrÌia Department of Justice (DOJ) and

)Tinoerorint
nducted for all of

, the following types of agreements:,

. (1) Avionics Maintenance and Repair

\2) Helicopter Mâintenance and Repair- -- (9)--'lnstruotorserviçss:(on'site)----'--
(4) Janitorial.Services
(5) ConsultingServices

X Yes n ¡lo TNn Remarks: Only applicaþle category is
our Burney Resident Post janitorial

services contract.

26. ls a diiveriicense iheck conducted for, but not
limited'to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be oñ.site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera.Maintenance and Repair
(3) Carp-etlnstallation
(4) DieÈel Genèrator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire E¡tinguisþer Service
(B) Garage'Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilatio.n, and Air Conditioning Servioe
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Seryices
(15) Scale Máintenance and Repair
(16) Steam Cleaning Services (Carpei, not scales)
(17) Telephone Services (cellular, satellite, and rqgular)
(18) Television Equipment Malntenance and Repair

(19)unlntenuptible Power Supply Maintenance and Repair

! Yes I tlo X ruln Remarks: Redding Area has not had
the need for this type of on-site
agreement to date.

CHP 68oF (Rev. 09-08) OPI 0'10



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFJWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION.CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingeprint infsrmation
forwarded to Contract Services Unit (CSU), along
with the contract number-for retention after
Commander review?'

X Yes I tlo n ru¡n Remarks:

28, 1é CSÙ advised-by'the 'command 
to deter:mine if

adverse information :discovered is grounds for
cancêling the contract (i.e., adversè driver license
andlor criminal.histoçr7 inforrnation is received
regarding the'contractor or the contractor' s
personnel)?

X Yes E tlo n N/A Remarks:

29.,Are all invoices, :tlecords, and relevant documentation
maintained for'thrêe'vears after the f nal payment of
thê.contract?

X Yes nNo n N/A Remarks:

30. ls a'log Sheet maintained for a diary of activities
related 1o the contract? n Yes ! tto X N/A Remarks:

31. ls a computerfile prepared forallcontracts
administered? n Yes !No X ru¡n Remarks:

32. ls a:spreadsheet prqpared listing all expenditures?
!-Yes l-l r.,lo -X N1A- Remarks:

33. ls the notifioation,to the contriactor documented for
the start date for services to.begin? ! Yes nuo X ru¡n Remaiks:

34. ls the contractor contacted to determine if all invoices
have:þeen received'in order to oversee the
completion of the contract?

n Yes nNo X N/A Remarks:

35. Do consuitant services contracts of $1,000 or more
contain detailed performance criteria and a'schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nNo X ru¡N Remarks:

36. Does the contract file oontain the SÏD, 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Sectiön 3.02.5)

tr Yes nruo X ruln Remarks:

37. Does Cont¡,act work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nruo I ru¡N Remarks:

38. Are tþe requirements for Government Code Section
19130 {a)-or (b) docurnented and justified for
personal service confracts? (GC 19130 & SCM Vol. l,

Ch, 7, Section 7.05)

X Yes []No I n¡n Remarks:

39. Are any contract payments made prior to the final
approval and exeOution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes XNo X ¡,1¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECI(LIST
Chapter 3, Command Procurements
Cal-Gard,Program

Page 1 of 2

Command:

Reddinq - 135
Division: Numþer:

Evaluâted by:

'Dorothv Romeo
Date;

1.0t28108
Assisted'by: Date:

INSTRUCTIONS: Answer individual items with "Yes".or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicaible,lqgal statues,,or defìciencies no all be,cornmented on viaihe "Remarks" section, ,Additionally, such
Jisorepancieõ .andlor deficiencies shall be ptions Docume.nt and addressed to.the .next level of cômmand.

FuÉhermore,lhe Exceptions Docurnent sh ,ar dlor corrective action(S) taken. lf this form is used as a Follow-up
eficient iterns need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command llevel

n Executive Office'Level I Voluntary Self.lnspection

Lead lnsþector's Signature:

Follow-np ,Required:

ll,Yes' Nf'No
! :Follow-up lnspection Date: r

i'r/s/rs

Fq¡;appf icable policy, refer to: HPM 11.2, Chapter 3
l/

1 .Are'all:emPloyees,associated with Jhe:use of the Cal-
Card program completing fhe CHP 78S, Conflict of
.lnterest Statement, Emplovee, form?

X Yes I tto n ruln Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained'withln'the Cal Card command file for :X Yes [] tto I rv¡n Remarks:

eaut,t veiluut uuil¿su l

3. Are.SID. 204 P,ayee 'Data Record forms maintained' 
in the Câl'Card cónìmanO file for each vendor
utilized?

X Yes E t'lo n nln Remarks:

4. Are California lntegrated Waste Management Board
Foçm74 documents maintained for each vendor
utilized?

n Yes nNo X ru¡n Remarks: This is handled atthe
Headquarters level.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter'from the.Department of
General Services maintãined in the fiie?

X Yes n ¡lo ! ¡yn Remarks:

6, When fdir and reasonable is utilized, is the fair and
reassnable rnethod documented and properly
justified?

X Yes ! Irto n N/A Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X llo I N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes ! tlo T N/A Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes !No tr N/A Remarks:

CHP 680D (Rev 09{8) OPI O.l0



Page 2 of2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Cal-Card'Program

10. ls the CHP 317'Cal Card Log properly authorized
and maintained? X Yes nNo .T run Remarks:

1 1, Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes I Irlo !run Remarks:

12. Do non-iternized rpu rchase receipts/invoices
docurnentthe :purchase by listi¡g the commodity,
quantity,,and unit price of the item(s) purchased on

the bank statement.

X Yes nNo E ru¡n Remarks:

tg. nre CalCards maintained in a seoure area?
X Yes [-l trlo l-'l N/A Remarks:

tq. Are CalCard.purchases pre-approved bythe
commander? X Yes ENo E Nln Remarks:

1t Haveall cardholders received training on the
Depârtmentls rprocu rerne nt proceqses?- X Yes E ruo n N¡n Remarks:

16. Are item(s) purchased with the CalCard prohíbited

by departmental policY? n Yes XNo n'Nn Remarks:

CHP 680D (Rev. 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Reddino
Division:

Northern
Chapter:

3
lnspected by:

OSSI Dorothv Romeo
Date:

10t30t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additionalspace lsrequired.

TYPE OF INSPECTION

n Division Level X Command Level

n Exêcutive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Rttachments lncluded

Follow-up Required:

fl Yes X t'lo

Forward to:
Northern Division

Due Date;

Date:

rc\=olot

lnspector's Comments Regarding lnnovatíve Practices:

Area conducts a weekly audit of the petty cash, The audit is performed by an office assistant with a
separation of duties from the petty cash custodian. Additionally, Area maintains a log in the petty cash
box tracking the person, date, amount, purpose and vendor. The tracking log is updated when the
return receipt is accepted.

Command S est¡ons for Statewide lmprovement:

None.

ln s Findinos:

Area Command Procurement practices were found to be in compliance with the inspection
checklisUdepartmental policy.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Reddinq
urvtston:

Northern
Chapter:

3
lnspected by:

OSSI Dorothv Romeo
Date:

10t30t2008

Commander's Response:

ln 's Comments:

CHP 6804 lRev,09{8) OPI 010



STATE OF CALIFORNIA
DEPARÍMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Reddinq
Division:

Northern
Chapter

3
lnspected bY:

OSSI Dorothy Romeo
Date:

10t3012008

CHP 680A (Rev, 09-08) OPI 010
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STA'TE OF CALIFORNIA
EPARTMENT OF CALIFORN1A HIGIiWAY PATROL

COMMAND INSPECTION PROGRAII'I
INSPECTION CHECKLIST

Page

Comrî€nd:
Mount Shasta

Division:

Northern
NUilÞAT:

146
Ev€luâted Þy:

Sot, M, Mezzano
Dâtê:

10/0512008
Aeslsted by:

J. Decker 't0t07t2008

CHP MOUNT SHASTA PAGE ø2/ø4
/-... -D

1of 3

INSTRUCTIONS: .Answer individualitems with Yes' or'Non ansr¡¡€rs, or fill in the blanks aS indicated. Any discrapancies with policy,

àpplicaOle legal statues, or deficiencie$ nded in lhe inspeclions shall be commented on via the "Remarks" section. Addltlonally. such

Ciicrepanciaã and/or deficiencies shall ba documented bn an Exceptions Doe¿ment and addro$sed to the next level of command,

Furthirmore, the Exceptions Document shall include any folfourup end/or correclive action(e) taken. lf thls form is used as a Follow-tJp

box shall be marked and only deficient ltems need to be

TYPE OF INSPECTION

E Div¡sion Level E Command Level

fl Executive office Level ! Voluntary Self-lnspection

Follow-up Required:
! Yes X tlo E Followup lnspection

Dåtê

//-/e - æ,

For applicable policy, refer to: HPM I 1.2, Chapter 7
qø

1. Are participants in the procurement prcoess at the
command levelÞmiliar with the related policies and
procedures for purohasing?

E Yes E ¡,lo n ru¿n Remâft$:

2. Have Approvers/reviewers of purchases received
procurement training? X ves E tto Enn Remarlç;:

3, Are prohibited items procured on CHP 43, Purchases
Requlsitions?

. Supplies for personally - owned equipment

. CommodÍties for personal use

. Confirming order
r Purchases via the internet

flves X tto E N/A Reñârl($:

4. Are separate CHP 43s, Purohase Requisitiorts,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracte?

E Yes E tlo E ¡t¡¡ Remarlc¡:

5. ls all required information entered on fhe CHP 43,
Purchase Requisition? X Yes X tlo Eun Remarksi

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fïscalyear (July 1)?

EIYes []ruo EI n¡n R6markß:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ffi Yes E t¡o Ë urn Remerks: Thru Northem Divislon

CHP 6ê0C (Rev, 0ô48) OPI 01ô
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STATE OF CAUFORNIA
DEPARTMENT OF CAUFOFNIA HIGF{IiVAY PATROL

COMMAND INSPECTION PROGRAII'I
INSPECTION CHECKLIST
Chapter 3, Command Proatrements
Cal-Card Program

Page

Command:
Mount Sheste

Division;
Northern

Numþer:
146

Evaluâted by:

Sqt. M, Mezzano
Deto:
r0/05/2008

Aseìêted by:

J. Decker
DåtE:

10/06/2009

CHP MOUNT SHASTA PAGE Ø3/ø4

1of 2

INSTRUCTIONS: Anewer individual ltems with uYesn or "No" ânswers, or fill in the blank¡ es indiôâted, Any discr,spancies wilh policy,

spplicable legal statues, or deficlencles noted in the inspections shall be cornmented on via the "Remâ1k6" section, Additionally' such

discrepancieÀ and/or deficlencles shall be docum€nted on an Exceptions Document and eddressed to the next ler¡el of c-ommand'

Furthermore, lhe Excepllons Document shall ínclude any foltow-up and/or conective acÎion(s) taken, lf this form ic used as Ê Follotiir-up

TYPE OF ìNSPEOTION

E Division Level fi command Level

n Exeoutive Otfice Level ! Voluntary Self-lnspection

Lead lnspectorrs sig nature:

-b

- -ô,+r-r\
Follow-up Required:
l-l Yes X t¡o

E Follow-up lnspection DâtE;

//-lo-eg
For applicable policy, refer to: HPM 1 1.2, Chapter 3

T7
1, Are all employees associated with the use of the Cal-

Card program completing the CHP 7ES, Conflic't of
lnterest Statement. Emolovee- for¡n?

E Yes E ¡¡o n l¡n Remarksi:

2. Are SïD, 21Drug Free Workplace certifications
maintained within the Cal Carcl cornmand file for
each vendor utilized?

ffi Yes E tto Erun Reme¡kr¡:

3. Are STD, 204 Payee Data Record forms maintained
in the Cal Card command file for eaoh vendor
utilízed?

X Yes n ¡¡o [run Remårke:

4, Are California lntegrated Waste Management Board
Form74 documents malntaíned for each vendor
utilÞed?

X Yes !No n ru¡n Remarkr;

5" lf the vendor is a small business or DVBE is utiljzed,
is the certlficetion letter from the Depaftment of
Gêneräl Services maintained in the file?

X ves ENo ENn Remark¡:

6, \l/hen fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

ffi Yes E ¡lo E tllR Remark$i

7, Are purchases splÍt into multiple transactions in order
to circumvent tmnsaction purchase limits? É yes E ¡to n ¡¡¡n Remark*:

E, Does the CHP 317 Cal Card Log fully describe the
purchase? X ves nruo E ru¡n Remark$:

9. Are bank siatements reconciled with the CHP 317
CalCard Log and the receipts/invoices? E Yes n ¡lo n ¡¡n Remerks:

cHP Ê8011 (Rov 09.ôB) OPI 0lô
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STATE OF CAUFORNIA
DEPARTMENT OF CALIÊORNIA H¡GFMTAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKL¡ST
Ghapter 3, Command Procurements
XNumber Program

CHP MOUNT SHASTA PAGE ø4/ø4

Page 1 of2

Çommend:

Mount Shasta
Dlvlsion;

Northern
Numbef:

146
Evaluated by:
Sot, M- Mezzano

Dâte:

1Cr/O5/200Ê
AÊàlÊîÊd by:

J. Decker
DãIE:

10/07i2008

INSTRUCTIONS; Answer individual ltems wlth "Yes" or "No'answÊrs, orfill in fie blanks as inrlicated, Any discrepancies with policy,' applícable legal stâlues, or deficíencies noted in the lnspectlons shall be commanted on via the "Rêrherks" Ðection, Additionally, such
dlscrepancles and/or deficiencies shall be documented on an Exe,eptions Documer¡t and addressed to úe next ler¿el of c¿mmand.
Furthetmore, the Þtceptions Dôcument shall include any follow-up and/or conective ac,tion(s) t¡kan- lf his form is usâd as a Follow.up
lnspection, the "Follow-up lnçec'tion" box shall be markad and only deficient item6 need to be r+lnspecied.

! Dlvision Level I Command Levet

fl Executive Office Level E Voluntary Setf-tnspection

Leâd hspêcto/s Signature;

Follow-up Required:
I Yes X lrto

E Follow-up lnspection
//-/o- o<9

For applicable policy, refer to: HPM 1 1.1 , Ghapter 23
6ry

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract lÍmit? E Yes E ¡'lo n ntn Rcmarkc:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? I Yes flt'lo Erun Remafts:

3, Do X Numbers requiring a oontract (i,e., janitorial or
landscaping) have prior approval frorn the Business
Servioes Secfion commander?

E Yes nuo n ru¡¡ Remarlç:

4, Are X Number requests made prior to the date the
services are performed? X Yes E ¡to [] ruin Remarks:

5. Are X Numbers issued for a one-time use?
X Yes f l¡to ñ ¡ln Rema¡ks:

6. Are prohibited services performed using an X
Number./ ! Yes X ¡to E ¡¡n Remarks:

7 - Are X Numbers used for fie procurernent of a
service and not lhe purchase of a cornmodity? X Yes E tlo nrun Remarks;

I, Are X Numbers issued for telecomnrunications
related servíces pre-approved by
Telecom mun ications Section?

ffi Yes E tto E lru¡ Remarks:

9, DoXNumbersusedforffi
(such as roof repair, elecfrical) costing over $1,000
have prior approval from Facilities Section?

X Yas E l¡o Erun Rematks:

10. Do X Numþers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

I Yes E ¡to E ru¡n Remarke:

CHF Bs0E (RôY 09.0e) OPI 010



State ot lalifornia

Memorandum

Date: November 18,2008

To: Northern Division

Business, Transportation and Housing Agency

FTOM: DEPARTMENT OF CALIF'ORNIA HIGIilVAY PATROL
Mount Shasta Area

File No.: 146.9603.10584

Subject: CHAPTER 3, COMMAND PROCUREMENT AUDIT EXCEPTIONS

During the recent Chapter 3, Command Procurements Purchases audit it was discovered that area
personnel were not completing a CHP 3t5, Price Comparison Worksheel in accordance with
Highway Patrol Manual, 11.2, specifically Chapter 7.

All personnel involved in departmental purchases have been trained on this policy and will
comply with same as required when making future purchases.

The CHP 680C Command Inspection Program Inspection Checklist has been corrected to reflect
the exception identified and corrective action taken.#
J. R. LEE, Lieutenant
Commander

cHP 51WP (Rêv. 1 1-86) OPt 076

Safety, Service, and Securìty



From:
To:
Date:
Subject:

Jeff Lee
Mark Mezzano
Lt/77120081:41 PM
Fwd: Chapter 3 Inspection

>>> Dave HahntLlL712008 11:45 AM >>>
JefflMark Per HPM 11,1, Page 7-22, a CHP 315 - Price Comparison WorksheeÇ is required for all purchases of less than $5000.00.
I will change your answers from "N/A" to "No. " Please do the same with your copies, and send me an Exceptions Document by the
end of this week stating that you have implemented use of the form.

Mark: For the Purchases Inspection, please add to your Exceptions Document that you will receive procurement training no later
than the end of the fÌrst quarter of 2009.

Thanks,



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommano:

Mount Shasta
D¡v¡s¡on:
Northern

Chapter:

lnspected by:

Sot. M. Mezzano
Date:

10/05/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter- number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'1 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

f] Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

X nttachments lncluded

Follow-up Required:

[]Yes Xruo

Fon¡vard to:

Due Date:

Commander's Signature: Date:

7--Z{'oq

lnspector's Comments Regarding lnnovative Practices:

4)oilí

Command Su for Statewide I

,'\) O lJ,j

ln SFi
Area personnel were not completing the CHP 315 Price Comparison Worksheet when making
purchases.

CHP 6804 (Rev,09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Mount Shasta
Division:
Northern

Chapter
\)

lnspected by:

Sqt. Mezzano
Date:

10/05/2008

Commander's nse:
Area policy has been changed to ensure depaftmental policy is adhered to.

lnspector's Comments:
Commander's actions are approprate,

Area personnel responsible for purchasing were advised of the requirement to complete a CHP 315
Price Comparison Worksheet when required.

CHP 6804(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Commancl:

Mount Shasta
urvtslon:
Northern

unapler:

lnspected bY:

Sot. Mezzano
Date:

10/05/2008

RevieMDecision: Íhis shatt bethe ontv tevet of

Leadrnspecto 

äy é=d-
Date:-z- 3--' t9

Respond ¡ n g¿øÉffúa1fder's S ig natu re (for appeal): Date:

CHP 6804(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:
Mount Shasta

Division:

Northern
Number:

146
Evaluated by:

Sqt, M. Mezzano
Date:

10/06/2008
Assisted by:

J. Decker
uale:
10t07t2008

INSTRUCTIONS: Answer individual items with 'Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such
discrepancies andior defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

I YT'E (JI. IN\'PEU IIUN

fl Division Level X Command Levet

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required;
lYes Xruo

[J Follow-up lnspection

// - (Õ-d/2
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

E Yes n ¡lo Xvn Remarks: Headquarters Function

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? n Yes fl ruo Xrun Remarks: Headquarters Function

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

n Yes nruo Xrun Remarks: Headquarters Function

4. ls the performance of contract services monitored
and documented? I Yes nruo n N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes n r.¡o tr ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo nrun Remarks:

7. ls the final product to be delivered described
speciflcally and in as much detail as possible in the
CHP 78?

X Yes nNo [] ruin Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, beÍore forwarding the CHP 78 or GHP
78É.?

n Yes nruo XNN Remarks: Headquarters Function

CHP 680F (Rev 09{8) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes nruo Xnn Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes X t¡o nrun Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes []No Trun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nno n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes nruo Xrun Remarks: Headquarters Function

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes ! t'¡o nNn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes E trlo nrun Remarks:

16. Are all applicable form sections of the CHP 78
completed? n Yes ENo XNn Remarks: Headquarters Function

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes n ¡¡o n Nln Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

n Yes nruo X ru¡N Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes nruo Irun Remarks:

20. Are contract amendment request dollar amounts
increased more than 30o/o? [-.l Yes [-l l.to XruN Remarks: Headquarters Function

cHP 680F (Rev. 0948) OPI 010



Page 3 of 4

STÁ.TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! ves fl tlo Xrun Remarks: Headquarters Function

22. Are amendments requested before the expiration of
the original contract? tr Yes nruo x N/A Remarks: Headquarters Function

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

totalcost?

n yes nruo x N/A Remarks: Headquarters Function

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

I Yes nruo E N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

! Yes nNo X N/A Remarks: Headquarters Function

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
('18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

n Yes nNo X N/A Remarks: Headquarters Function

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

' Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes nruo x N/A Remarks: Headquarters Function

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes n ¡lo n N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes [] tto tr N¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes n ¡lo nrun Remarks: Sign-ln Sheet

31. ls a computer file prepared for all contracts
administered? ! Yes E t'lo X Nln Remarks: Headquarters Function

32. ls a spreadsheet prepared listing all expenditures?
! Yes nNo X ru¡n Remarks: Headquarters Function

33. ls the notification to the contractor documented for
the start date for services to begin? ! Yes n ¡lo X N¡n Remarks: Headquarters Function

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes nuo Xrun Remarks: Headquarters Function

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch.3, Section 3.02.1)

n Yes nruo X ru¡n Remarks: Headquarters Function

36. Does the contract f¡le contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes nruo Xvn Remarks: Headquarters Function

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nNo fl N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a)or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

n Yes n ¡lo Xvn Remarks: Headquarters Function

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X tlo n ru¡n Remarks:

CHP 680F (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:
Mount Shasta

utvrston:

Northern
Number:

146
Evaluated by:

Sot. M. Mezzano
Date:

10t05t2008
Assisted by:

J. Decker
uate:

10/06/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the'Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnqgeclio¡, tle "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary SelÊlnspection

Leao lnspeclors lirgnature:

-

Ft 

^-^,\Follow-up Required:
lYes Xruo

! Follow-up lnspection Date:

//-l o-o€
For applicable policy, refer to: HPM 11.2, Chapter 3

(Ø

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emplovee. form?

X Yes E t'lo n N/A Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

X Yes nNo Irun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes !ruo Erun Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes !No I ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes Eruo []run Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo n ru¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X t'lo nrun Remarks:

8. Does the GHP 317 Cal Card Log fully describe the
purchase? I Yes I tto n ruln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receiptsiinvoices? X Yes E tlo nrun Remarks:

CHP 680D (Rev. 09{8) OPI 01 0



Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡lo I N/A Remarks:

'11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes I t'lo nrun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nno ! N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes I-] rrlo [lNn Remarks:

14. Are Cal Card purcllases pre-approved by the
commander? X Yes n ¡¡o n N/A Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? X Yes nNo n N/A Remarks:

'16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? I Yes XNo I ru¡n Remarks:

CHP 680D (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2
Command:

Mount Shasta
D¡v¡s¡on:

Northern
Number:
146

Evaluated by:

Sqt. M. Mezzano
Date:

10/05/2008
Assisted by:

J. Decker
Date:

10t0712008

INSTRUCTIONS; Answer individual items with uYes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

ryPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspectols Signature:

Follow-up
[-l Yes

Required:
Xruo

lJ Follow-up lnspection Date:

//-/o- a¿-31

For applicable policy, refer to: HPM 1 1 .1 , Chapter 23
ózu

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t'¡o Erun Remarks:

2. Does allX Number file documentation contain the
STD.204 Payee Data Record? X Yes nruo X ru¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

fi Yes E t'lo nNn Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes [l tto l-l ¡ln Remarks:

6. Are prohibited services performed using an X
Number? n Yes XNo n N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes E tlo Xvn Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes fl tto nrun Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes nruo nrun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes fl t'lo X N/A Remarks:

CHP 680E (Rev. 09{8) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGF|WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes nuo n n¡n Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

fi Yes ! ¡lo nnn Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X yes nuo !run Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes I I'lo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo nxn Remarks:

CHP 680E (Rev 09-08) OPI 0'10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTIOhI PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page l of 3

Command:

Humboldt Area
Division:
Northern

Number:

Evaluated by:

Sqt H J. Rosendahl
Date:
'10106/08

Assisted by:

OSSI Kimberlv Holland
Daie:
1 0/06/08

^il;;,;:;;;;;;il;,;;;",;.J.ïiiìi"=,iì"1ï;;;;T,:,J";;;ñ;;;::applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next Ievel of command.
Furtherrnore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspeciion" box shall be marked and only defìcient items need to be re-inspected,

TYPE OF INSPECTION

tr Division Level I Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

z-(/
Follow-up Required:

XruoYes ! Follow-up lnspection Æ
Date:

/d- 7 úf
For applicable policy, refer to. HPM '1 1.2, Chapler 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
proced ures for purchasing ?

X Yes I tlo fl N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes !No E ruln Remarks: Only the OSSI

3. Are prohibited items procured on CHP 43, purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! ves Xruo E ruin Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
difierent suppliers or from different statewide
commodity contracts?

! ves trruo Erun Remarks:

5. ls all required information entered on the CHp 43,
Purchase Requisition? ffi Yes I tto !run Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

! Yes XNo []run Remarks: One 43 was lisfiled on
each fiscal year binder. This has
been corrected.

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes I tto ! nln Remarks: Via Division

CHP 680C (Rev 09Ð8) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specralized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes fruo tr nrn Remarks:

9. Are the CHP 43, Purchase Requisitions
competitively bid? ! Yes !ruo Xvn Remarks: lf applicable

10. Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? E Yes XNo I ru¡n Remarks: No 43s on file which

required competitive bid

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljusiified and in compliance with SAM
3555?

I Yes INo X ¡yn Remarks:

12. Are Lirnited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3S5S.3?

E Yes Ino E n¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

tr Yes INo X N¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? I ves INo I Nr¡ Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonvarded to the Fiscal
Managernent Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes Xruo E Nln Remarks: Whenever possible

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I Yes X ¡lo n Nrn Remarks: Clerical advised of this
requirement

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

! ves XNo ! nrn Remarks: Clerical apprised of this
requirement for future.

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes nNo Ivn Remarks:

19. Are Danraged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes INo Ivn Remarks:

CHP 68OC (Rev, 09-OB) OPI 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTIOh.! PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurernents
Purchases

20. ls Purchasing Servtces Unit (pSU) notified
irnmediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

I Yes INo [ ruln Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time, (SAM 8422.0)

fi ves I tto I nrn Remarks: As needed, i.e Office
Depot.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

I ves fruo tr ¡'l¡n Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol lt Ch,2, Topic,1.1)

fi ves Iruo Irun Remarks: e.g Staff meeting minutes

24. Ate purchase orders splitto evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

I Yes X I'to I ¡lln Remarks:

CHP 680C (Rev. 09-OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

Humboldt
Division:
Northern

Number:

Evaluated by:

H.J. Rosendahl
Date:

11t03t08
Assisted by:

Kimberlv Holland
uale:
11t03t08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucir
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up
Inspection, thq "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

! Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X ruo

l-J Follow-up lnspection

,/7,,
uale:

// -7- ct,Î
For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t¡o n ruln Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? I Yes nruo n ru¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X ves nruo X ru¡n Remarks:

4. Are X Number requests rnade prior to the date the
services are performed? I Yes n ¡lo nrun Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l tlo [-l vn Remarks:

6. Are prohibited services performed using an X
Number? I Yes X t'to n ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I Yes nruo n ruln Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I Yes ! tlo Erun Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over 91,000
have prior approval from Facilities Section?

I Yes nruo Drun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! Yes E trlo Xvn Remarks:
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COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? ! Yes !ruo X ¡ltn Remarks:All small businesses

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes ! I'lo n N/A Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

I Yes nruo n ¡yn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X yes nruo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I Yes nruo nvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1o'f4

Command:

Humboldt
D¡v¡s¡on: Northern Number:

Evaluated by:

H.J. Rosendahl
Date:

11t03t2008
Assisted by: lJate:

::::::::::::::::=:::::::::::::::::::::::::::::::::::::::::_:___i :::::::::

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and onlv deficient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Leao lnspeclors Stgnature:

-1-

/17/rr-.-/*,.//
Follow-up Required:
I Yes X ¡to

lJ Follow-up lnspection CommandeCs Siqnature:

t"/r{*nn,.- -477' 4 ,// .7-¿'{
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

! Yes I tio X n¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? ! Yes I ¡lo X ru¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

! Yes ENo X N/A Remarks:

4. ls the performance of contract services monitored
and documented? ! Yes n ¡lo X n¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? ! Yes nruo X ru¡N Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

! Yes nno X ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

n Yes nruo Xvn Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM I 1 .1 ,

Chapter 22, belore forwarding the CHP 78 or CHp
784?

fl Yes fl t¡o X n¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes nruo X N¡n Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? ! ves n ¡¡o X ru¡n Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

! ves nruo Xrun Remarks:

12 Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

! Yes n ¡lo X N¡n Remarks:

'13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes I f,¡o X Nln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

! Yes INo x N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

! Yes !No Xvn Remarks:

16. Are all applicable form sections of the CHP 78
completed? ! ves !No X ruln Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! Yes Xruo X ru¡n Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

! ves !No X N¡n Remarks:

19. Are problems concerning the contractor's
perforrnance fully documented in writing and made a
part of the contract manager's contract file?

n Yes nNo X N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l Yes [-lruo X ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes ! trlo x N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? ! ves n ¡lo X ntn Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

! Yes n ¡lo X ru¡n Remarks:

24. Do conference room rental costs exceeding the gS00
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

! ves nno X ru¡n Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

X Yes n ¡lo n Nln Remarks: 125 only has one
Janitorial service. The actual contract
was set up through HQ.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallat¡on
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Olfice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
('15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
('17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

X Yes tr t¡o nNn Remarks: When appropriate,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fonivarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I Yes nNo tr N/A Remarks: This would only apply to
the janitorial contract.

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes ! tlo ENn Remarks: This would be done if
adverse information was discovered.

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

! Yes !No X Nln Remarks: lnvoices are sent to HQ.
Area does not see these.

30. ls a log sheet maintained for a diary of activities
related to the contract? ! Yes nruo X ¡yn Remarks:

3'1. ls a computer file prepared for all contracts
administered? n Yes I tto x N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! ves I t'lo X ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? I Yes n ¡lo Xvn Remarks: Notified by HQ

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes nNo Xvn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes n r,¡o x N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

E Yes E l.lo X ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) n Yes nruo X ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

n yes nruo X ru¡N Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol,
Ch. 4, Section 4.09)

n Yes E tlo X ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

ommand:

Humboldt
Division:
Northern

Number:

Evaluated by:

Kimberlv Holland OSSI
Date:

11t10t08
Assisted byl Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or lll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected,

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Mr"t r'1, I
Fo
t-

low-up Required:
Yes X trlo

Ll Follow-up lnspection

,ø:
Date:

,//-/.2.73

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
I nterest Statement, Emplovee, form?

X Yes I t'lo nvn Remarks:

2, Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes Eruo ! Nln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes INo n N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

I ves n f,lo Evn Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nNo E N/A Remarks:

6, When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo ! N¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes XNo n Nln Remarks:

8. Does the CHP 3'17 Cal Card Log fully describe the
purchase? X Yes ENo fl N/A Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes n ¡lo !vn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 3'17 Cal Card Log properly authorized
and maintained? X ves nruo n rule Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? ffi Yes ENo tr N/A Remarks:

12. Do non-itemized purchase receiptsiinvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo tr ru¡n Remarks:

13. Are CalCards maintained in a secure area?
X Yes l-l trlo l ¡yn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo !Nn Remarks:

15. Have all cardholders received training on the
Department's procurement processes? n Yes Xno !vn Remarks: ReDs & ARMS training

scheduled for late 08.

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy I Yes X t'lo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CCI]T'IMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
==:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::-
INSTRUCfIONS:This document shall be typed Check appropriate boxes as necessary, or fill in the blanks as indicated Enter the chapter

number of the inspection in the Chapter lnspection number Under "Forward to:" enter the nexl level of command where the document

shall be routed to and its due date. This document shall be utilized to documenl innovalive practices, suggestions for statewide

improvement, identified deficiencies, corrective action ptans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required

Humboldt Area
lnspected by:

Sergeant Hal Rosendahl

TYPE OF INSPECTION

I Division Level X Command Level

I Executive Office Level

T
n
u

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required,

IYes XNo

Forward to.
Northern Division

Due Date: 212012009

Date

zltt; h\

lnspector's Comments Regarding lnnovative Practices:

Humboldt Area has not implemented any innovative practices warranting departmental considerat¡on.

Our superv¡sory staff is encouraged to evaluate methods which would improve command procurement

procedures and accountabillty.

Sergeant Hal Rosendahl was the primary inspector and OSSI Kimberly Holland assisted with completion

of tñese inspections. They both share in responsibility and oversight of command procurements and

have a genuine concern for ensuring related policies and procedures are followed,
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CN.MMANÐ INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT

Page 2

Command:

Humboldt Area
Division:

Norlhern
Chapter:

Three
lnspected by:

Serqeant Hal Rosendahl
Date,

11t0312008

See inspector's find ings

See inspector's find ings
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECT'ION PROGRAM
EXCEPTIONS DCCUMENT

Page 3

Commander's Basis for

Appeal Review/Decision: lhis shatl be the only level of appeal).

Date

z {rs {o¡
ing Commander's Signature (for appeal)
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STATE r : CALIFORNIA
DEPARTì. ]NT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

ñ.ñ;.'ã-ãl-ni-0"""-,"-"",,ïñ;;;;;;;;; '**;*;;;;, ;;; *-"-o;;; '*-o*o=,.**;;,number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deflciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is ret¡uired.

Command:
Dunsmuir Grade l. F.

Division:
Northern

Chapter:

lnspected by:

Sqt. S. Marmont, #10738
Date:

03-26-2009

None.

Command estions for Statewide I ment:

None.

lnspector's Findi S

The inspector findings indicate that the Dunsmuir Grade lnspection Facility is in compliance with
Departmental policies and procedures.
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DEPARTMINT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Dunsmuir Grade l. F.

utvtston:
Northern

Chapter
3

lnspected by:

Sqt. S. Marmont, #10738
Date:

03-26-2009

Commander's

The Dunsmuir Grade lnspection Facility is in compliance with Departmental policies and procedures.

lns s Comments:

None.

None.
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:
Dunsmuir Grade l. F

Division:
Northern

Chapter:

lnspected by:

Sqt. S. Marmont
Date:

03-26-2009

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:
Dunsmuir Grade l. F.

Division:
Northern

Number:
147

Evaluated by:

S. Marmont
Date:

03-26-2009
Assisted by: Date:

::::::::::::::::::::::::::::----
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

-4/4/V.ú---' d-
Follow-up Required:
l-l Yes X ¡,,1o

Ll Follow-up lnspection i'2,/,
For applicable policy, refer to: HPM 1 1.1, Chapter 22 /

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

E ves n ¡¡o x N/A Remarks: This command has not
initiated any contracts. They are
issued by Facilities Section.

2. ls a CHP 78 Contract Request used for one-time
services exceedin g $4,999. 99? E Yes fl l,lo X ruln Remarks: See above remark.

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

n ves fl t'to X rurn Remarks: See remark under#1 .

4. ls the performance of contract services monitored
and documented? X Yes nNo n ruln Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes E t¡o f, ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo n x¡n Remarks:

7. ls the final product to be delivered described
specifically and rn as much detail as possible in the
CHP 78?

X Yes [] t¡o E ruln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 .1 ,

Chapter 22, belore forwarding the CHP 78 or CHP
784?

I Yes n ¡¡o Xvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes nNo x N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes nruo n uln Remarks:

'l 1, Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

ffi Yes !ruo n N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes I tlo ! rurn Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I Yes E t'to [ ru¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
flnal invoice?

X Yes nruo n u¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and fonryarded to Fiscal Management
Section for payment?

X Yes nruo E ruln Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo X ru¡n Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I ves nruo n ru¡a Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nruo tr ru¡n Remarks:

19, Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes nNo E N¡n Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? n Yes n ¡lo X ru¡n Remarks: No contract amendments

requested.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

2'1. ls the length of the contract amendment request
more than one year? I Yes E l,¡o X ru¡n Remarks: See remarks under #20.

22. Are amendments requested before the expiration of
the original contract? n Yes n ¡lo X uln Remarks: See remarks under #20,

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999,99 in
totalcost?

n ves nruo x NiA Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes n ¡¡o X ru¡n Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fìnqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Serv¡ces (on-site)
(4) JanitorialServices
(5) ConsultingServices

I Yes I Irlo nvn Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assìgned personnel
are scheduled to be on-site for more than 30 days:

(f ) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(l 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

n Yes !No X u¡n Remarks: These types of personnel
are not on site for more than 30 days.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are alldriver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X ves nruo n ruln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes nruo n ruln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nruo n uln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes n ¡lo n nln Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes n ¡lo X urn Remarks: This command does not

administer any contracts

32. ls a spreadsheet prepared listing all expenditures?
n Yes nruo Xvn Remarks: See remarks under#31.

33. ls the notification to the contractor documented for
the start date for services to begin? I Yes nruo n ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes ENo n ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3 02.1)

n Yes nruo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes n ¡¡o X uln Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) I Yes nruo fl N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

E Yes nNo X ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
[] Yes X t',to n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2
Command:
Dunsmuir Grade L F.

Division:
Northern

NumÞer:
147

Evaluated by:

S. Marmont
Date:

03-26-2009

Assisted by: Date:

INSïRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

,^-/i- ,
Follow-up Required:
[-l Yes X ruo

Ll Follow-up lnspection t"^^;y

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo n ruln Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? ffi Yes fl t¡o n u¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes nruo n ruln Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n ru¡n Remarks:

5. Are X Numbers issued for a one{ime use?
X Yes nruo l-l ruln Remarks:

6. Are prohibited services performed using an X
Number? n Yes X ¡lo n rurn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes E tto n ruln Remarks:

8. Are X Numbers issued for telecommunicatrons
related services pre-approved by
Telecommu nications Section?

X Yes nuo n u¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X ves []ruo n N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes nuo X ruln Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes ! trto E ru¡n Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nruo n uln Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes fl l,lo fl N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nNo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nNo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:
Dunsmuir Grade l. F.

Division:
Northern

Number:
147

Evaluated by:

S. Marmont
Date:

03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

S//Ø"q^4 , .,
Follow-up Required:
n Yes X tr,lo

! Follow-up lnspection Date: / /

z /a z/oç
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes nruo n ruln Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

I ves n ¡lo fl r'¡¡n Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes n ¡lo n u¡n Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes !ruo n uln Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes ENo Ivn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

I Yes nruo n Nln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes Xruo n u¡n Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes nruo n N¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes n ¡lo n ru¡n Remarks:
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Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fl uo ! N¡n Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo n uln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes n ¡lo n ruln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes ll ruo l-l ruln Remarks: Locked cash box

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo E uln Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? X Yes fl ruo fl N/A Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? n ves XNo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of3/
Command:
Dunsmuir Grade L F.

Division:
Northern

Number:
147

Evaluated by:

Sgt. S. Marmont, #10738
Date:

03-26-2009

Assisted by:

INSTRUCÏIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.' Additionally, sucñ
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection,lhe "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

r . t
Follow-up Required:
IYes Xruo n Follow-up lnspection

uommafi

./
Date: / ,/

sAz/or
For applicable policy, refer to: HPM 1 1.2, Chapler 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X yes ! l,lo n ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes n ¡lo n ruln Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order
¡ Purchases via the internet

X Yes X I'lo nvn Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes tr trto n uln Remarks:

5. ls all required information entered on the CHp 43,
Purchase Requisition? I Yes n ¡¡o n Nln Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes n ¡¡o n ruln Remarks:

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

n Yes nruo X Nln Remarks:
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Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? I Yes E t'¡o E ruln Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nruo n ruln Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes ! tlo Evn Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

I Yes nuo X Nln Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n yes I tto X ruln Remarks:

'13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes fl I'lo Xrun Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nuo n uln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nruo n uln Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nruo n ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes fl l,lo n uln Remarks:

'18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes ENo E ru¡n Remarks:

19, Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

I Yes n ¡lo n N/A Remarks:
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Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20, ls Purchasing Seruices Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nruo E ruln Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n ¡lo L] N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol, ll, Ch. 1 1, Topic 4)

X Yes fl No fl N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes nruo n ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes X l.to fl N/A Remarks:
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De ¡TSÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

p.6

Page 1 of2
Command:

r{+
Number:

Evatuated by: .t
S¿r lfen¿-v (ttwi-c¡'i. ¡-é "l'-zs-ú
Assisted by: Dete:

INSTRUCTIONS: Answer indivídual items wÍth "Yes" or "No" answers, or fill in the blanks as ¡ndicated. Any discrepancies wilh policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on v¡a the "Remarks" section. Add¡tionally, such
discrepancies and/or deficiencies shall be documented on an Ëxceptions Document and addressed to the next level of command.
Furthermoro.theExceptìonsDocumentshall includeanyfolfow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

ÏYPE OF INSPEC ION

! Division Level p Comr"nd Levet

! Executive Office Level ! Voluntary Self-lnspection
t

Follow-up Reqqired:
I Yes lX ¡lo

ll Follow-up lnspection "o^::ry'"
Dale: / /

9 t29 /ap
For applicable policy, refer to: HPM 1 1,1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? ! Yes É*o n ruln Remarks:

2. Does all X Number file documentation contaìn the
STD. 204 Payee Data Record? $v"" E l.to Eva Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section com mander?

f,v"t ! ¡lo n N/A Remarks:

4, Are X Number requests made prior to the date the
services are performed? Sv"s E ¡¡o n rula Remarks:

5, Are X Numbers issued for a one-time use?
EIves l-l t'¡o l]l ¡yn Remarks:

6, Are prohibited services performed using an X
Number? n Yes É*" ! ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? flve" nruo D N/A Remarks:

L Are X Numbers íssued for telecommunications
related services pre-approved by
Telecommunications Section? f v"" flNo E l¡ln Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilitles Section? S ves E l.lo nvn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Com missioner?

p ves nruo D ¡¡in Remarks:
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STATE OF CAUFORNIA
DEPARTMENT OF CALIFORN¡A HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements
X-Number Program

p.'7

Page 2of2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? flv"' Druo E N/A Remarks;

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)? flv"' üNo n n¡n Remarks:

13. Does the file documentâtÌon contain the STD.21
Drug Free workplace certification for X Number
vendors?

'$v"s E tlo n N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? þ.v"' !No n n¡n Remarks:

15. ls the ìtemized invoice for each X Number service
maintained in the command's files? fl v"' n ¡lo fl N/A Remarks:

CHP 6BOE (Rev 09-06) OPI 010
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Page 1ot2

Command: /
lr\?z\¿,f ç

l.JIV¡SION:

Ñrz--tas^J
Number:

lqì
Evaluâted bv:

ftr.¿r-* Á+¡\ø¿<¡"J
Date: I I
1/Y /an

Assasted by: Daté: I

:: :::=:=:=:::=:-:==::=:::::=:::::::::::::::::::_:=:::
INSTRUCTIONS: Answer individual items with "yes" or "No. ân.qwêrc nr fill i¡ the blanks as indicated. 

. 
Any discrepancies with pol¡cy,

STATE OF CALIFORNIA
DEPARTMENT OF CAUFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Cal-Card Program

-#;i,iäìiãìiä:iñåä,'ål':Jìil:"i'å"Jñ,:iiìir::li:X'
ocument and addressed to the next level of command.

TYPE OF INSPECTION

n Division Levet 
$cor."nd Levet

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

-] 
r/ta"t,-/ !' ü .-"-"^-

ruiluw-up ñeguJreo:

- 
! ves E[ ¡to

LJ r-oilow-up fnspection Dale: / /
? lsq /on

For applicable policy, refer to: HpM I 1.2, Chapter 3

^, ç or¡ Wlln tne USe Ot the Cal_
Card p CHP 7BS, Conflict oflnteres fnrm?

pves nruo n nre Remarks:

n,v v I u. 1t vtug rrvc yvorKptace cenlllcatlons
maintained within the Cal Card command file for
each vendor utilized? Sv"* ! t¡o n ru¡n Remarks:

ANs.rt) PruE

^r e ù r u. ¿u+ ,-ayee uara Kecoro lorms maintained
in the Cal Card command file for each vendor
utilízed? Sves []ruo fJ¡'lln Remarks:

Air¡*r.nr F*-É
4. Are Catifoi

Form 74 documents maintained for eaóh vendor
utilized? Sv"" n ¡lo D r.¡n Remarks:

Èee-ìeuÉ É¿,-t
,, .,ç verruur r> a Ðtnill oustness or DVUE is utillzed,
is the certification letter from the Department of
General Services maintained in the iile?

pves

B.ves

! ¡¡o n n¡n Remarks:

6. When fair an
reasonable method documented and properly
justified? nNo n ¡¡ln Remarks:

^rë puf Grtirses spilI tn¡o multtple transactions in order
to círcumvent transaction purchase limits? E yes F^' n NiA Remarks:

l.Jues rne unt. J'l t r-at Çatd Log fully describe the
purchase? pv"" trruo n rutn Remarks:

9. Arebankstateme@
Cal Card Log and the receipts/invoices? Sv". nruo I ¡l¡a Remarks:
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1of 3

STATE OF CALIFORNIA
óËpenrr,¡enr oF CALIFoRNIA HlcHvvAY PATRoL

ôöm¡rvtÁuD ¡NsP :crloN PRoGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

:-=---:====:::::-::-:=::-=::-::===:-,-=:::-:r:=:=-T.:^--:":;;;=o;--c;::
ñ,îr=n_uc-,Jlrã il;;ñ;i"i;J" ñlvã q1!: llîîÍ',1'-l'111îj*î;',i:d;åX[t,ê1#¿ì:i'Xîîfii"iiìi:3li:'^'
$ì;iåiß1!?)''.iffv,ï'l3i,1.1il'äiüË{i:ü?l:,.1""*1äi1i*is*#:Ïi*:ãil"i5:t"H;:'.,"*;,1?oJliffix';oÌ"n
ã',J"Tñ'"'.i::*åilii:'i1"'"i:53;5iJ""ii"il'l3i1"9:å!:it5i:io.1*i.""""1."*,1::t"lliä:"-:ilîJi':J'?f"1"å",1;¡;?Ti?li:
Ëtï"j#"î::,f,:t¿::j;ffiï3'jil^Tllå"r1îÎ:i,?.Îli"?,',ilH]ffääää^.;;ii""('riár.'n 

rrthisrorm is used as a Forrow-up
lti IJUUUI¡ lVl lr lr I

lnspect¡on" þox

Þrüì¿"..,ç An b,s¿ço,J

Lead lnspecto/s Signature:

,tr¡:r'.{'t' t? ",iL+¡c 
¿n Jffi

E Division Level f,cornttnd Level
(

E Executive office Level I Voluntary Self-lnspection

E Follow-up lnsPection

to^,w"
;/ú? tfag-Follow-up Requ.ired:

n yes E ¡,to
//For applicable policy, refer to: HPM 11 '2' Chapter 7

fl v"' nNo il ru¡n Remarks:1. Are participants in the procuremenl proces

command'level familiar with the related polìcies and
procedures for Purchasing?

f, v.s E ¡lo n N/A Remarks:2. Have Approvers/reviewers ol purcnases recelveo
procurement training?

E Yes F*o fl N/A Remarks:3. Are prohibited items procuÍed on UHl- 4J'
Requisitions?

r Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
. Purchases via the internet

Requisitions,
ainable from
t statewide

commodity contracts?

Sv"" !ruo E ¡¡¡N Remarks:

5ls all r..equired information entered on the CHP 43'
Purchase Requisition? ("". nNo E N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each

fìscal year (JulY 1)?
pv"s !No X ruln Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Cornmissioner, Staff, for
approval?

D Yes Eruo ñ,o Remarks:

CHP 6S0C (Rev 09'08) OPI 0l0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-iWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

p.?

Page 2of3

8. Do specialized items purchased contaìn the
appropriate Division, and/or OPI approvals? fv". E t'lo EruN Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? Sv"t INo ! n¡n Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? $v"' fl t¡o E ruln Remarks:

11. Are Lìmited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
3555?

$v"" nruo n N/A Remarks:

12. Are Limited Competitìve Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3? F""' fl ruo n N¡n R€marks:

13. Do Non-Competitive Bid (NGB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents? Svu' f] l.lo ! n¡a Remarks:

14- Are items checked immediately for content and
damage when delivered? $ves n l¡o n ru¡a Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

F".' nno ! N/A Remarks:

16. Are freight and/or packing slips aitached to the
received copy of the purchase order and sent to
FMS?

Sv". Eruo E n¡n Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slìps as
acknowledgement that a portion of the order has
been received?

fv". ! tlo n N/A Remarks:

18. ls the original "received copy" retained by the
command for completion and fonruarding to the FMS
when the complete shioment is received? flv"' ! l.lo fl N/A Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

p ves !ruo ! ru¡n Remarks:

CHP 68OC (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKL]ST
Chapter 3, Command Procurements
Purchases

p.3

Page 3 of 3

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisitìon or deletion of an item, if ít is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

pves n ¡lo fl N/A Remarks:

21 . Are open purchase orders periodically reviowed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0) flv"" fl ruo n N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after pai/ment?
(SCM Vol. ll, Ch. '11, Topic 4) $iv"= E ¡lo E ruIN Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11) $v". nNo n ru¡a Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Publìc Contracts Gode Section 10329)

flYes F"o E N/A Remarfts:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

Page 1 of 4

Command:

i{?
Division:

FSotr-rúe>+J
Number:

Evaluated bv: ,
*;,r. :) ø,r¿arl (. r.te s Þ r É

IJAte:

Q -z{- o2
Assisted by: uatet

:::::=::::::::::=====::::::::::=:::::::==:::=:==::::::::::::::::==:::::::::::==
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal slatues, or defìciencies noted in the inspections shall be commented on via the ''Rernarks'' section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Documenl and addressed lo the next level of command.
Furtherrnore,theExceptionsDocumenl shall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-up
lnspection, the "Fq!þw:up lnspection' box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level 
$Comrnand 

Levet

fl Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes 'Vl No

lJ Follow-up lnspeciion Date: / ,t

? /¿r /os
For applicable policy, refer to: HPM 'l 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiaie all
service contracts which are repetitive, regardless of
the estimated dollar value? ffv", n ¡lo tr nin Remarks:

2. ls a CHP 78 Contract Request used for one{ime
services exceeding $4,999.99? ! Yes trruo E¡tn Remarks:

3, ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digi1 location code used, followed by "CP" for
contract pavable listed on the CHP 78?

'Év"t Iruo Ivn Remarks:

4. ls the performance of contract services monitored
and documented? f,v". I t¡o fl N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? 'f,v". nruo Ll N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any pi"oblems related to substandard or
non-pefformance of the vendor? f v"' ! trlo E ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78? Sv"' I trto Evn Remarks:

8. Are all required levels of approval/signature obtained,
rncluding the required documentation and approvals
for expedite and emergency contracts per HpM 11.1,
Chapter 22,be|ore forwarding the CHp 78 or CHp
78A?

Y(v"' Iruo Evn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

I Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

Ht"" !No T N/A Rernarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? f,v"' n ¡to ! N/A Remarks:

1 'l . Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

pve' !No Ivn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed? fiv"' I tto E rule Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract? ft"' n ¡lo Ivn Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice? f,v". nno T ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment? þ,v"' I tlo E Nle Remarks:

16. Are all applicable form sections of the CHP 78
completed? $v"' X trlo fl N/A Remarks:

1 7. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

þ.v"' ! tlo tr n¡n Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnte¡est Statement, Ernployee, form? Sv"' I r.lo I N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in wrrting and made a
part of the contract manage['s contract file? f,v"' I tlo n ru¡n

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l--ì Yes Dl No I ru¡n

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurernents
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes S.n" I rurn Remarks:

22. Are amendrnents requested before the expiration of
the original contract?

þves Eruo fl N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

! ves Eno fr.rin
Remarks:

24. Do conference room rental costs exceeding the $S00
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes !No flr.vn
Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerorint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsullingServices

[v"" n ¡lo E ruIN Remarks:

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevalor Maintenance and Repair
(71 Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior ol facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Seryices (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
('l 9)Uninterruptible Power Supply Maintenance and Repair

flv"' I tto nvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡varded io Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

Sv". fNo n N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

fv". D trlo f N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract? Tv"' trNo n Nln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? f, v"t [f tlo tr N/A Remarks:

3'1, ls a computer file prepared for all contracts
administered? E Yes Iruo Kvn Remarks:

32. ls a spreadsheet prepared listing all expenditures?
X Yes E t¡o fil'ruin

Remarks:

33. ls the notificatron to the contractor documented for
the start date for services to begin? fl,v". E I'lo I Nln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract? fl v". fruo D N/A Remarks:

35, Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch, 3, Section 3.02.1)

I Yes tr trlo Pvn
Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

E Yes E tto FNiA
Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Tv"' E tlo Ivn Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I

Ch, 7, Section 7.05)

tr Yes nruo S*o Remarks:

39, Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes

'É*" E N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level (Corr"nd Level

! Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

E Attachmçnts lncluded

Follow-up Required:

E Yes þo

Fonryard to:

Due Date:

manlalc Q Date:
09129t2008Tb

lnspector's Comments Reqardinq lnnovative Practices:

None

Command S s for Statewide

None

ln s Findi

The inspector's findings indicate that the Dunsmuir Grade lnspection Facility is in compliance with
departmental policies and procedures.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

DGIF
urvtston:
Northern

Chapter 3:

lnspected by:

OSSl Marla Anderson, #43480
Date:

09t29t2008

Commander's

The Dunsmuir Grade lnspection Facility is in compliance with Depaftmental policies and procedures.

ln s Comments:

None

None

CHP 680A (R€v. 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

uomman0:

DGIF
Division:
Northern

unapler:
a

lnspected by:

OSSI Marla Anderson, #43480
uate:

09t29t2008

// ,.1
Lead lnspectpf's

.//.
Date: ,/ ^/

îh e,/r,, f
Kespon0tng 9.ommandef s Signature (for appeal):
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INSÏRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Command:
Dunsmuir Grade L F

utvtston:
Northern

Number:
147

Evaluated by:

Sgt. S. Marmont, #10738
Date:

03-26-2009

Assisted by: Date:

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

r
Follow-up Required:
IYes Xruo n Follow-up lnspection

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

I Yes f] I'lo nrun Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes fl t'to n ruln Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n ves Xruo n ruln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nruo E Nln Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? I Yes nruo ! ruln Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes nruo E ruln Remarks:

7. Are expedited requests for the purchase of goods
fonn¡arded to the Assistant Commissioner, Staff, for
approval?

n Yes n ¡¡o X ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes n ¡lo n N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? I Yes nruo n ruln Remarks:

10. Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? X Yes n ¡lo E N/A Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes n ¡lo x N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes n ¡lo X uln Remarks:

'13. Do Non-Competitive Bid (NCB)purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes fl t¡o x N/A Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes n ¡lo E ru¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nruo n ruln Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nruo n N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X ves nruo [ ruln Remarks:

18. ls the original "received copy" retained by the
command for completion and fonrvarding to the FMS
when the complete shioment is received?

I Yes nNo n ru¡n Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes n ¡lo tr ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes E I'to n N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n ¡¡o n ruln Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nruo n ruln Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 1'1)

I Yes E ¡lo nvn Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's de legated pu rchase authority limits?
(Public Contracts Code Section 10329)

! Yes X trto E ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

uommand:
Dunsmuir Grade L F

Division:
Northern

Number:
147

Evaluated by:

S. Marmont
Date:

03-26-2009
Ass¡sted by: Date:

INSÏRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

ÏYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Sz'%f'-,fø- , /
Follow-up Required:
ll Yes X No

[J Follow-up lnspection "^:yo' Date: / ,/

¿ /az/oç
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
I nterest Statement. Emolovee. form?

X Yes nuo n uln Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

I Yes nruo I N¡n Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X yes n ¡¡o n N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes fl tlo nrun Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

I Yes E tlo I ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X ves X tlo n ¡¡¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X Itto nvn Remarks:

8. Does the CHP 317 Cal Card Log futty describe the
purchase? X Yes n ¡¡o [] ¡lln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? I Yes nruo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes nruo n ruln Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡lo E ruln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

I Yes nNo n ¡¡ln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes ll t,¡o l-l rurn Remarks: Locked cash box

'14. Are Cal Card purchases pre-approved by the
commander? I Yes n ¡lo n xln Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes E tlo n ruln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes X ttlo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

Command:
Dunsmuir Grade l. F

D¡vis¡on:
Northern

Number:
147

Evaluated þy:

S. Marmont
Date:

03-26-2009

Assisted by:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's S¡gnature:

-*/'V/fó¿roL/t ,
Follow-up
l-l Yes

Required.
X trlo

l_l Follow-up lnspection ,"^^:1,

For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X l,¡o !vn Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nruo ! ruln Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

ffi Yes I tlo n ruln Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes E Itto n N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l Irlo l-'l Nla Remarks:

6. Are prohibited services performed using an X
Number? X ves X Irto n r.¡¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes INo [] ruln Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes n ¡¡o n ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes nruo n Nln Remarks:

'10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes n ¡lo X ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

. X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo n ruln Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nNo n ru¡n Remarks:

13. Does the file documentation contain the STD, 21
Drug Free workplace certification for X Number
vendors?

I Yes n ¡lo [ ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes Eruo I ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I Yes nruo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:
Dunsmuir Grade l. F

Division:
Northern

Number:
147

Evaluated by:

S. Marmont
uale:

03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level f]Voluntary Self-lnspection

Lead lnspector's Signature:

-$""44¿-',' y.t-
Follow-up Required:
l_l Yes X trto

Ll Follow-up lnspection Dale: / ,/

2,1r,áe
For applicable policy, refer to: HPM 11.1, Chapter 22 /

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

n ves n ¡lo X ruln Remarks: This command has not
initiated any contracts. They are
issued by Facilities Section.

2. ls a CHP 78 Contract Request used for one{ime
services exceeding $4,999.99? n Yes nruo Xvn Remarks: See above remark.

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes n ¡lo X ruln Remarks: See remark under #1 .

4. ls the performance of contract services monitored
and documented? X Yes nruo n ruln Remarks:

5. Are all copies of correspondence with the vendor
maintained? I Yes n ¡lo E ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X ves fl l.lo X ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I Yes nruo n ¡¡rn Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 '1,

Chapter 22, before forwarding the CHP 78 or CHP
78p'?

X Yes E ttto E N¡n Remarks:
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes nruo X ruln Remarks:

'10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes nruo nvn Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo n ruln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties berng assessed?

X Yes nruo ! N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes E tto n ru¡n Remarks:

'14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
fìnal invoice?

X yes E tlo n xln Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes E t¡o n ruln Remarks:

16. Are allapplicable form sections of the CHP 78
completed? X Yes Eno I Nln Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes n f,lo n ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes fl tlo n ruln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X ves E l,lo n x¡n Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? I Yes n ¡lo X ruln Remarks: No contract amendments

requested.
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes n r'lo X ruln Remarks: See remarks under#20.

22. Are amendments requested before the expiration of
the original contract? E Yes nruo X rurn Remarks: See remarks under#20

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes E ttto X uln Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

I Yes n ¡lo X ru¡n Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X ves n f.¡o n ruln Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1 ) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
('1 9)Unintenuptible Power Supply Maintenance and Repair

! ves fl No X ru¡n Remarks: These types of personnel
are not on site for more than 30 days.
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COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nNo n ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes nruo Evn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes n ¡lo n ruln Remarks:

30. ls a log sheet maintarned for a diary of activities
related to the contract? X Yes E tlo fl ¡¡rn Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes nruo Xvn Remarks: This command does nol

administer any contracts

32. ls a spreadsheet prepared listing all expenditures?
! Yes fl tlo Xvn Remarks: See remarks under#31.

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nruo n ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X ves nruo E ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3 02.1)

n ves nruo X ru¡n Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes I Irto X ruln Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) I Yes !No n ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

n Yes E trlo X N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
! Yes Xruo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Ññ;;rlã-;;;.-o;;;t,n"t ;;;-;',*;;;; boxes as necessary or rÌrr in the branks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number, Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, correct¡ve action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

uomman0:
Dunsmuir Grade l. F

urvtston:
Northern

unapter:

lnspected by:

Sot. S. Marmont. #10738
Date:

03-26-2009

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level

n Corrective Action Plan lncluded

X Appeal lncluded

I Rttachr¡gnts lnclqded

Follow-up Required:

! Yes X trlo

Forward to:

_Northern
Due Date: 04-10-2009

lnspector's Comments Reqarding lnnovative Practices:

None.

Command Suqgestions for Statewide lmprovement:

None.

lns 's Findinqs:

The inspector findings indicate that the Dunsmuir Grade lnspection Facility is in compliance with
Departmental policies and procedures.
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Dunsmuir Grade l. F

Division:
Northern

Chapter
3

lnspected by:

Sgt. S. Marmont, #10738
Date:

03-26-2009

Commander's Res

The Dunsmuir Grade lnspection Facility is in compliance with Departmental policies and procedures.

s Comments:

None.

None.
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DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:
Dunsmuir Grade l. F

utvtston:
Northern

unapler
J

lnspected by:

Sqt. S. Marmont
Date:

03-26-2009

eal Review/Decision: shall be the onlv level of

Date: ,/ /

" 
Á z,/oz

nesn7cfnfCOmmander's Signature (for appeal): uate:
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STATÊ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIG¡{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Prograrn

Page 1 of 2

Command.

Crescent Citv
Division,

Noñhern
Number:

120
Evaluated by:

S. R. Jenninqs, #1 591 3
Date:

1 1-06-2008
Assisted by:

A, Orr,412650
Date:

1 1-06-2008

::::===:::::::::=::::::=:==::::::::=::::=::::=:::::::::::==::::::::=:::::::::::==
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Docurnent and addressed to the next level of command
Furtherrnore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken, lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient iterns need to be re-inspected,

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection -æß-

Follow-up Required:
l-l Yes X ruo

Ll Follow-up lnspection Date:

t/t,..: ,- ,¡,-i.x/

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? fl Yes X trto tr N/A Remarks:

2, Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes D trlo nvn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

n Yes I trlo X uln Remarks: Done through Facilities

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo trvn Remarks:

5. Are X Numbers issued for a one-trme use?
X Yes l-l ruo l-l r.t¡R Remarks:

6. Are prohibited services performed using an X
Number? I Yes X tlo Ivn Remarks:

7 . Are X Nurnbers used for the procurement of a

service and not the purchase of a commodity? f ves I tlo Ivn Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecornmu nications Section?

tr ves X t'lo fl N/A Remarks.

9. Do X Numbers used for facilities related services
(such as roof repair, electrical)costing over $1,000
have prior approval from Facilities Sectron?

I Yes [] ttlo I rurn Remarks:

10 Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

I ves E tto E ru¡n Remarl,.s
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes X tlo [] ru¡n Remarks: Rural area- not always

applicable

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes ENo fl N/A Remarks:

13. Does the file documentation contain the STD, 21

Drug Free workplace certification for X Number
vendors?

fi Yes !No n u¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes n ¡lo I N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I ves Iruo ! N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page I of 3
Command:

Crescent Citv
Division: Northern Number:

Evaluated by:

Serqeant William Fletcher
Date:

10t2412008
Assisted by:

Ms. Nancy Stêwart, #A13O22
uate:
10t24t2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

ÏYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level X Voluntary Self-lnspection

Lead lnspector's Signature:

fu-:- 4,?/fu,.^-- n rr/t s- ..r¿.,- -
Follow-up Required:
Ives Xruo I Follow-up lnspection

Commander's Sifñaiuref

., -),t ,//

Dale'. /

/ê - z8^eÊ
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes XNo I ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes n ¡lo [ ru¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

X ves X tto tr Nln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes n ¡lo tr ruln Remarks:

5. ls all required informatlon entered on the CHP 43,
Purchase Requisition? X Yes Iruo nvn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes E ¡lo X N¡n Remarks:

7 . Are expedited requests for the purchase of goods
fon¿varded to the Assistant Commissioner, Staff, for
approval?

I Yes Xruo n ruln Remarks: Expedited requests are
sent to No. Division first for rouiing.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes X ¡lo tr ruln Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes trruo I ru¡n Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? I Yes INo I ruln Remarks:

'11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

! ves n ¡lo X ru¡n Remarks: Ihis is not done at Area.

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

I Yes Iruo X ruln Remarks: This is not done at Area.

'13. Do Non-Competitive Bid (NCB)purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

I Yes Eno X N¡n Remarks: This is not done at Area

'14. Are items checked immediately for content and
damage when delivered? X Yes ! t'lo nvn Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes I t¡o T ru¡n Remarks:

16. Are freight and/or packing slips attached to the
received coþy of the purchase order and sent to
FMS?

n Yes X ttlo tr nln Remarks: Area contacted Fiscal
Management Section and they
related that they do not need freight
or packing slips.

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes tr t¡o E Nln Remarks: We dofl not send the
freight or packing slips unless they
specify exact items received.

18. ls the orlginal "received copy" retained by the
command for completron and fonararding to the FMS
when the complete shipment is received?

X Yes INo E ¡lln Remarks:

19. Are Damaqed items delìvered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X ves E trto tr N¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20, ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes !ruo ! ru¡n Remarks: This has not occurred,

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes Iruo I Nln Remarks:

22. Ãre copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1 1, Topic 4)

I Yes nNo n ru¡n Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes Iruo n ruln Remarks: ltems are documented
through the Justification process only.

24. Ãre purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

I Yes X t'lo tr ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:

Crescent Citv
Division:
Northern

NUmþer
120

Evaluated by:

S.R. Jenninqs, #15913
ua¡e:

11106t2008
Assisted by:

A ORR, #A'12650
Date:
1 1 /06/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks'' section, Additionally, sucir
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level I Voluntary Self-lnspection
)Pzgr3

Follow-up Required:
[]Yes Xruo

LJ Follow-up lnspection Commander's Sig naturel
.a

,,-211
Date:

//-6--Ð&

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

n Yes tr Irlo Xvn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? ! ves I I,lo X u¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n ves nruo Xvn Remarks:

4. ls the performance of contract services monitored
and documented? X Yes I trlo n ruln Remarks: Area monitors the current

contracts prepared by Headquarters

5. Are all copies of correspondence with the vendor
rnaintained? X ves I ¡¡o E ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes n ¡lo E ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

! Yes nruo X ruln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
forexpedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
784?

n Yes nruo X ¡l¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes n ¡lo X ru¡n Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? n Yes trruo X ruln Remarks:

1 1 Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

[] Yes INo X ru¡n Remarks:

'12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes n ¡lo n ¡lln Remarks:

13, Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n yes !ruo Xvn Remarks: This is monitored by
headquarters.

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes Iruo X u¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruvarded to Fiscal Management
Section for payment?

X Yes nNo n uln Remarks: The contracts continue
each year without a lapse.

16. Are all applicable form sectrons of the CHP 78
completed? n Yes I Itto X ru¡n Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

E Yes n ¡lo X ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

E ves E Itto X ru¡e Remarks:

19. Are problems concerning the contractor's
performance fully documented rn writing and made a
part of the contract manager's contract file?

X ves nNo n ¡l¡n Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? n Yes l--l trto X ruIn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes I trlo Xvn Remarks:

22. Are amendments requested before the expiration of
the original contract? D Yes ! tlo X N¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes I l'lo x ¡ün Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n ves n ¡lo X rule Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBI) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

I Yes nruo I ru¡n Rema rks: Area contracts janitorial
services. The janitor is in compliance
with policy.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Televisìon Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

! ves X ¡to X ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes nNo x N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

I Yes E t¡o X ru¡n Remarks:

29. Are all invoices, records, and relevant docurnentation
maintained for three vears atter the final payment of
the contract?

X Yes nNo [ ruln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes n ¡¡o I ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? f, Yes nruo x N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes X t'to I rutn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes trruo n ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes X tlo n ru¡n Remarks:

35 Do consultant seryices contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n ves []ruo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

I Yes E t'lo X ru¡n Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch.4, Section 4.09) X Yes I llo [] u¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch 7, Section 7.05)

I Yes E t¡o X ru¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
E Yes X trlo ! ru¡e Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page I of 2

Command:

Crescent Citv
D¡V¡sIon:

Nofthern
Number:

120
Evaluated by:

S.R. Jenninqs, #15913
Date:
'1 1-06-2008

Assisted by:

A. Orr, #412650
Date:

1 1-06-2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection
k6r/3

Fo
t--

low-up Required:
Yes X rr,¡o

n Follow-up lnspection Date:

I L 4, -¿)ü

For applicable policy, refer to; HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

I Yes nruo T ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace ceftifications
maintained within the Cal Card command file for
each vendor utilized?

X ves I tto E rule Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X yes tr Irlo I uln Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

n Yes Xruo X rurn Remarks:All utìlized vendors provide
% recycled material documentation. lf
and when a vendor does not provide
this. a Form 74 will be used.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes Iruo n ru¡n Remarks:

6. When farr and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes INo X Nla Remarks:

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes X trlo E ru¡n Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? K Yes E tt¡o E N¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes trNo n Nla Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-'IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurernents
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡¡o n rutn Remarks:

1 1. Are credit Invoices/receipts for returned items
maintained with the bank statement? X Yes nNo ! ruln Remarks:

12. Do non-itemized purchase receiptsiinvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo n ru¡n Remarks:

13, Are Cal Cards maintained in a secure area?
X Yes l-l ruo I-l lt¡n Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo n ruln Remarks:

15 Have all cardholders received training on the
Department's procurement processes? X Yes nruo I N/A Remarks: Familiarized through HPM

1 1.2 guidelines

'16. Are item(s) purchased with the CalCard prohibited
by departmental policy? I Yes X ¡,lo ! ru¡n Remarks:
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S\ A IE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CCMMAND INSPECTION PROGRAM

:1:T:I|?I::g:yy:=IL:::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required,

Command:

Crescent Citv
Division:
Northern

Chapter: 3

lnspected by:

S,R. Jenninqs, #15913
Date:

11t06t2008

TYPE OF INSPECTION

tr Division Level X Command Level

n Executive Otfice Level

n
T
I

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

n Yes X t'lo

Forward to:
Northern Division

Due Date: 1110112008

Date:

/ /-á-¿>8

lnspector's Comments Reqardinq lnnovative Practices:

None noted.

Command S estions for Statewide lmorovement:

No suggestions for improvement,

lnspector's Findinqs:

The Crescent City Area was found to be within CHP policy in regard to cornmand procurements.
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STATE OF CALIFORNA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Crescent Citv
Division:
Northern

Chapter: 3

lnspected by:

S,R. Jenninqs, #15913
uaÌe:

11106t2008

Commander's Resoonse:

¿/c>- E_

ln r's Comments:

No discrepancies and/or deficiencies were noted during the chapter three inspection.

Corrective Action PlaniTimeline
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S-TATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND ]NSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Crescent Citv
Division:
Northern

lhapter:3

lnspected by:

S.R. Jennings, #15913
Date:

11t06t2008

al Review/Decision: ïhis shatt be the onlv level of

Lead lnspector's Signature.

2z
Date:
1 1 /06/2008

Responding Commander's Signature (for appeal): Date
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Pa{e 1 of 3

Command:

Cottonwood
Division: Northern Number: 131

Evaluated by:

Lieutenant Todd Morrison
Date:

10-06-2008
Assisted by:

Serqeant Vince Zambrana
Date:

10-06-2008

INSTRUCTIONS: Answer individual items with 'Yes" or'No' answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection' box shall be marked and only deflcient ítems need to be re-inspected.

I YI-E (JF INUI'tsU IION

fl Divisíon Level X Command Level

n Executive Office Level D Voluntary Self-lnspection

Lead lnspector's Signature:

1*{\,te'¿
Follow-up Required:
Iyes Xruo ! Follow-up lnspection

Cgqanoers Signattflr , I Date: 10/06/2008' ln*t 
^ 

-L-,
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command levelfamiliar with the related polícies and
procedures for purchasing ?

X Yes n ¡¡o n N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes ! llo nrun Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment
¡ Commodities for personal use
o Confirming order
. Purchases via the internet

! Yes Xruo ! ¡¡¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes fl ruo nrun Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X yes nruo nvn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

ffi Yes ! ¡lo n ru¡n Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

I Yes Iruo n N/A Remarks:

(i 
.a'

,i)

$
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Purchases

L Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo nrun Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes ! t'to nrun Remarks: As required.

1 0. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo []run Remarks:

11 Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes n ¡¡o n ruln Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equípment in compliance with SAM 3555.3?

X Yes fl tlo nrun Remarks: When applicable.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes n ¡¡o I ru¡n Remarksl When applicable.

14. Are items checked immediately for content and
damage when delivered? X Yes nruo ! ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes ! l,¡o n ru¡a Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes n ¡lo !run Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes nruo !run Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes ! trto [] N/A Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes nruo ! ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU)
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on aCHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
ínvestigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Remarks:
22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?

ublic Contracts Code Section 1
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SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Cottonwood lF
D¡vis¡on: Northern Number: 131

Evaluated by:

Lieutenant Todd Morrison
Date:

1111712008
Assisted by:

Serqeant Vince Zambrana
Date:
11t17t2008

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fuñhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signalure:

(.\ -l
/aÞè-, \ uz-r'r,r-

Follow-up
il Yes

Required:
X tto

lJ Follow-up lnspection Commander's Sionatnre:

'1oo^_^_ L "ttg-t*,tt_
Date:

ll '/-7 -of
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I Yes ! ¡lo I ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

ffi ves Eruo ! ru¡n Remarks:

3 Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

fi ves nruo ! N/A Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

ffi Yes fl ¡lo I ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nruo n N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

n yes n r'lo X ru¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X tlo nvn Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes I ¡to ! ¡r¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes [] ¡lo Xrun Remarks:
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STA'IE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes ! t'lo T ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo Ivn Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes ! t¡o n ¡¡ln Remarks:

13. Are CalCards maintained in a secure area?
X Yes [l tlo n N/A Remarks:

14, Are CalCard purchases pre-approved by the
commander? I Yes !No n ¡¡¡n Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nno ! ruln Remarks:

'16. Are item(s) purchased with the CalCard prohibited
by departmental policy? ! Yes X tto !vn Remarks:

CHP 680D (Rev 09{8) OPI 010



-l tLl
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNLq HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2
Command:

Cottonwood lF
D¡v¡s¡on: Northern Number: 131

Evaluated by:

Lieutenant Todd Morrison
Date:

11t13t2008
Assisted by:

Sergeant Vince Zambrana
uate:
11t13t2008

INSTRUCTIONS: Answer individual items with "Yes'' or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks,' lection.' Additionally, such
discrepancies and/or defÌciencies shall be documented on an Exceptions Document and addressed to the next level of command.

l:lPll:t:llh,:_f,i-":pt,:?-. D?9:t11, shall include any follow-up and/or corrective action(s) taken. tf this form is used as a Foilow-up
lnspection, the " lns " box shall be marked and only deficient items need to be re-

TYPE OF INSPECTION

! Division Level I Comrnand Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

(b& l-rryr*rv.=--.-
Follow-up
! Yes

Required:
Xwo

lJ Follow-up lnspection commander's S¡gnafuIe:t) î¿ba Lwr l,,,rtc.----
Date:

tt-t3-0y
For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? ! yes Xruo n ¡l¡n Remarks:

2. Does allX Number file documentation contain the
STD. 204 Payee Data Record? X Yes ! tlo tr ru¡n Remarks;

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X yes nruo n ¡¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? I ves !ruo n ru¡n Remarks:

5. Are X Numbers issued for a one{ime use?
X Yes I t¡o I ¡l ¡lln I Remarks:

b Are prohibited services performed
Number?

using an X
! Yes XNo I ru¡n Remarks;

Are Ã NumÞers used for the procurement of a
service and not the purchase of a commodity? X Yes n ¡¡o ! rutn Remarks:

ö. Are Ä NumÞers tssued tor telecornmunications
related seryices pre-approved by (

Telecornmunications Section?
n Yes X t'to ! N/A Remarks:

e, uo 
^ 

Numþers used tor fac¡lit¡es related services
(such as roof repair, electrical) costing over g1,000
have prior approvalfrom Facilities Section?

X Yes ! ttlo !run Remarks:

u. uo 
^ 

Numþers tssued tor lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes tr ¡lo ! N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

14. Do emergency service X Numbers docurnent and
justify the emergency?

15. ls the itemized invoice for each X Number service
maintained in the command's files?

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

-.-- 
-\-- lLt Page I of 4

Command:

Cottonwood lF
Division: Northern Number: 131

Evaluated by:

Lieutenant Todd Morrison
Date:

11t01t2008
Assisted by:

Serqeant Vince Zambrana
uate:
11t0112008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the'Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level ! Voluntary SelËlnspection

ad lnspector's Signature:

For low-up Required: I n rottow-up lnspection

Yes X tr¡o I

Comnljender's S¡gnature:
) r. í--ì

/r=\l L->¡ ta¿.,¡ .ttt-
uale:

tl- ) -/t6

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes ! t'lo ! ru¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? ! ves nruo X ru¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract oavable listed on the CHP 78?

I yes ! ¡to x N/A Remarks:

4. ls the performance of contract services monitored
and documented? X Yes ! l,lo !vn Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo Irun Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes n ¡lo n ru¡n Remarks: As needed or required.

7. ls the fìnal product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

n Yes n ¡¡o X ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1 ,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

X Yes I t'lo [] ¡r¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

. Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Comrnissioner, Staff, for
expedited processing?

J Yes tr tlo X ¡yn Remarks:

10. ls all work completed and accepted by the
Department before expÍration of contract agreement? X Yes n ¡lo ! ¡¡in Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes n ¡lo nvn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes n ¡¡o n ru¡n Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes Ir,ro lnrun Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

XYes I nruo ! ¡¡tn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes ! tlo nrun Remarks:

16. Are allapplicable form sections of the CHP 78
completed? ! Yes fl ¡lo X ru¡n Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes nruo Xnn Remarks:

'18, Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes D ¡lo n ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

ffi Yes ! I'lo n ru¡n Remarks: As necessary or required.

20. Are contract amendment request dollar amounts
increased more than 30%? Xl Yes l-l trto l-l tuR Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Contrac{s

21. ls the length of the contract amendment request
more than one year? n Yes X tlo ! Nln Remarks: Our CVIS uniform contract

expires in 2010; however, we are
projected to run-out of funds by
1110108. We are currently working
toward securing adequate funds to
facilitate uniform needs prescribed in

the current contract.

22. Are amendments requested before the expiration of
the original contract? X Yes !No X ¡¡ln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes ! ¡lo XruN Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval frorn Assistant
Commissioner, Staff?

! Yes n ¡¡o Xvn Remarks:

25. Are California Deparlment of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finoerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

n Yes I t'lo X N/A Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(f ) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(',l0) Heating, Ventilation, and Air Conditioning Service
(1'l) LaundryiLinen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plurnbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

('l 9)Uninterruptible Power Supply Maintenance and Repair

! Yes E fr¡o X ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes n ¡lo X N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes n ¡lo X ru¡N
Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nruo !vn Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes ! t'lo tr ruln Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes tr tto ! ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes I tlo X ruln Remarks:

33, ls the notification to the contractor documented for
the start date for services to begin? ! Yes nruo Xrun Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes !No Xvn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nruo x N/A Remarks:

36. Does the contract fÌle contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

E Yes ! tlo X ru¡n Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nruo X Nrn Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

! Yes nNo X nln Remarks:

39, Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X l.¡o T ¡¡¡n Remarks:
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STA'IE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:==-:-::::::::::::::::::=::::==::::::=:::::::-:
INSTRUCTIONS: This documenl shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated, Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:' enter the next level of command where lhe document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Comma nd

Cottonwood lF
D¡vis¡on: Northern Chapter: Three

lnspected by:

Lieutenant Todd Morrison
Date:

10t0612008

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

! Corrective Action Plan lncluded

! Appeallncluded

D nttachments lncluded

Follow-up Required:

! ves X ¡to

Forward to:
Northern Division

Due Date: 1110112008

Commander's Signature:

1*i
Date:
1011012008

lnspector's Comments Reqardinq lnnovative Practices:

Cottonwood lnspection Facility has not implemented any innovative pract¡ces warrant¡ng departmental
considerat¡on. Our supervisory staff is encouraged to evaluate methods which enhance management,
control and accountability of procured goods and purchases.

Comrnand S for Statewide I

It is suggested that commanders ensure respective managemenUsuperuisory stafl are actively involved
with all aspects of procurement and purchasing to reduce waste/costs, and enhance oversight and
accountability thereof.

ln s Findinqs:

Sergeant Vince Zambrana and Office Services Supervisor Diana Hutchinson assisted with completion of
this inspection. They both share in the responsibility of procurement and purchas¡ng and maintain a
genuine regard for ensuring related policies and procedures are followed.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Cottonwood lF
Division: Northern Chapter: Three

lnspected by:

Lieutenant Todd Morrison
Date:

1011012008

Commander's nse:

See lnspector's Findings.

ln s Comments:

See lnspector's Findings.

No corrective actÍon requ¡red.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Cottonwood lF
Division: Northern Chapter: Three

lnspected by:

Lieutenant Todd Morrison
Date:

10t10t2008

CHP ô804 (Rev 09{E) oPl 010

Lead I nyeet6f, sJignature:

' /**J--\tWt--- t0 LO. ÒE
Responding Commander's Signature (for appeal): Date:
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Page I of 4

Command:

NORTHERN
Division:

NORTHERN
Number:

101
Evaluated by:

SUSANNA JENKINS, OSSII
Date:

1111312008
Assisted by: Date:

STATE OF I .-IFORNIA
DEI ARTMEN'I' OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level f, Voluntary Self-lnspection \

Follow-up Required:
l-l Yes X ruo

ll Follow-up lnspection Conklander's Sig¡ature:.""" "''""""ë)_ Ç:l:4_, /,
Date:

//-2¿.'-ctíí-

For applicable policy, refer to: HPM 1 1.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X ves nruo D ru¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes f, n¡o E nln Remarks:

3. ls the Office of Primary lnterest (OPl)tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X ves nruo E ruln Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n ¡lo E ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X ves nruo Ivn Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X ves nNo D ¡lln Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X ves Iruo L] N/A Remarks:

B Are all required levels of approval/signature obtained,
including the required documentatron and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22,before forwarding the CHP 78 or CHP
7BA?

X ves n ¡lo tr N¡n Remarks:
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Page 2 of 4

' STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes n ¡lo ! ru¡n Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X ves nNo tr ruln Remarks:

1'1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

I ves I l.lo I ruln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nruo tr N/A Remarks:

'13. Are contract expenditures monitored to ensure there
are sufiicient funds to pay for all services rendered
as required by contract?

X Yes ! tto n ruln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

I Yes ! trto E ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and fon¡varded to Fiscal Management
Section for payment?

I Yes !No n N¡n Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes I r.¡o n ru¡n Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes E tlo D nln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

n Yes XNo Xvn Remarks: PER BUSINESS
SERVICES, NOT REQUIRED AT
ÏHIS TIME

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes tr trlo n ¡l¡n Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes Xruo tr ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! Yes Xruo I uln Remarks:

22, Are amendments requested before the expiration of
the original contract? X Yes nNo Xvn Remarks:

23. ls a service contract on a CHP 78, Contract Request
in itiated for a ny cornm ercial meetin g/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

I Yes trNo X ru¡n Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Comrnissioner, Staff?

[] Yes nruo n ruln Remarks;

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes trNo tr ru¡n Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
('10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

n Yes XNo n ru¡n Remarks: NORTHERN DIVISION
DOES NOT CURRENTLY HAVE
ANY VENDORS WORKING ON SITE
FOR OVER 30 DAYS.
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. STATE OF CALIFORNIA
DEPARTMET\T OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X ves nNo I ruln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes trNo I ¡l¡n Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

I Yes I f.¡o nvn Remarks :

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes Xruo n ruln Remarks:

31, ls a computer file prepared for all contracts
administered? X Yes n ¡lo I N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
X Yes nno X riln Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nNo ! nrn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes nno tr ru¡n Remarks:

35, Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

X ves E ¡to I ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

X Yes fl ¡to X ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X ves I trto f, ruln Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch, 7, Section 7.05)

X Yes nruo I ru¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes XNo Ivn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMANÐ INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

NO RTH ERN
Division:

N ORTH ERN
Number:

101
Evaluated by:

SUSANNA JENKINS, OSS II

Date:

1111312008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucir
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, lhe "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected,

TYPE OF INSPECTION

n Division Level fi Command Level

n Executive Offlce Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X tllo

ll Follow-up lnspection Cqgfnandefs Signature:
L-(- /,a"3-z*.-Zu-^-. A'r-

Date:

I / -?() -()>k/'
For applicable policy, refer to: HPM 1 1 ,1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t¡o ! N/A Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes trruo ! ruln Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

X Yes nruo I rula Remarks:

4. Are X Number requests made prior to the date the
services are pedormed? X Yes nruo T ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes nruo l-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? I ves XNo tr ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes Iruo I ru¡n Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes nNo I ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $'l ,000
have prior approval from Facilities Section?

X Yes !No E ¡yn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X ves ENo n ruln Remarks:
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Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAI{D INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo [ ruln Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Departrnent of General Services (DGS)?

X Yes Iruo n ru¡n Remarks:

'13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes Xruo tr ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? I Yes nruo n ¡¡ln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes trruo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Purchases

Page '1 of 3

Command:

NORTHERN
Division:

NORTHERN
Number:

10'1
Evaluated Þy:

SUSANNA JENKINS, OSSII
Date:

11t1312008
Assisted by: Date:

INSTRUCIIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECÏION

n Division Level X Command Level

n Executive Office Level E Voluntary Self-lnspection

Follow-up Required:
I yes X r,lo n Follow-up lnspection

Date:

/ / -,7Cr,-A'-

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes fl ¡lo ! ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes n ¡lo T ¡¡¡N Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order
¡ Purchases via the internet

fl Yes X lr¡o n ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nruo ! ruln Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? I Yes INo E ru¡N Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X ves trNo n nln Remarks:

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X ves nNo I N/A Remarks:
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STATE OF CALIFORNIA
DEPARIMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the

appropriate Division, andior OPI approvals? X Yes n ¡lo ! ruln Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes E t¡o I N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo [ ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes nruo X N¡n Remarks: Headquarters function

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555,3?

I Yes I ¡lo X ruln Remarks: Headquarters function

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes D trlo nvn Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes f] t'lo n ruin Remarks:

'15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes E trto n N/A Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes Eruo I ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X ves Eruo f, ruln Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the comolete shipment is received?

X Yes ENo E Nln Remarks:

19, Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes E ¡to E ¡¡IN Remarks:
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. 
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKL¡ST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not
yet been prepared?

X Yes !No nvn Remarks:

21. Are open purchase orders periodically reviewed and

investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422'0)

X Yes []No n ruin Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. '1 1, Topic 4)

X Yes fl t'lo X ruln Remarks:

23. Are decisions documented to create a paper trail
documeniing the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, ToPic 1 1)

X Yes nuo ! ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Gode Section 10329)

E Yes XNo n ¡¡¡n Remarks:
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Nofthern
Drvision: Northern Chapter: 3

lnspected by:

Susanna Jenkins, OSSII
LJAIE:

11t13t08

INSTRUCTIONS: This documenl shall be typed. Check appropriate boxes as necessary, orfill in the blanks as indicated. Enterthe chapter
number of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifed defìciencies, corrective action plans, and rnay be used to appeal findings. A CHÞ¡1 Memorandum may be used if
additional

TYPE OF INSPECÏION
,ô_.
jz! Division Level x Command Level

I Executive Office Level

n Corrective Action Plan lncluded

f Appeal lncluded

f, nttac¡ments lncluded

Follow-up Required:

nYes xNo

Fonryard to:

Due Date:

Comrnahder's Sig nature:

Elb
lnspector's Comments Regarding lnnovative Practices:

None

Command estions for Statewide lm ment:

None

cal-card Program. Personnel issued cal-cards were found to be
assigned cards. Policy requires the physical security on the credit

in personal possession of their
cards. ./7 ., ,r,t l¿'r/(

,_/l)/2
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ST/\TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

None.

The office manager was directed to immediately retrieve the cards and ensure they are accessible only

to persons who ñave purchasing duties. The cards are stored in the Office Services Supervisor's office

in a secure area.

CHP 6804 (Rev.09-08) OPI 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Northern
Division: Northern hapter: :

lnspected by:

Susanna Jenkins. OSSII
Date:

11t13t08

N/A

eal Review/Decision: (This shalt be the only level of

It/n /¡a,.t/
s Signatu/{ (for appeal):
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STATE OF CALIFORNIA
DÊPA:ìT;,'IENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

NORTHERN
Division:

NO RTH ERN
Number:
'101

Evaluated by:

SUSANNA JENKINS, OSSII
Date:

1111312008
Assisted by: Date:

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-up
the "Follow-up ln box shall be marked and only deficient items need to be re-ln

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
[-l Yes Xl ruo

LJ Follow-up lnspection C ornln a n d e rls€t g n a tu re :

. -( , )'7..i:-¿;. 7¡- , t/-,'7-

Date:

/ 1 -? C' -a)',f'

For applicable policy, refer to: HPM 11.2, Chapter 3

1, Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, EmPloYee, form?

n Yes E Irlo X ru¡n Remarks:Not required at this time.

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes ! ¡lo n nrn Rernarks:

3, Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X ves nruo tr ruln Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes fno E n¡n Remarks:

5 lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X ves Ino tr ruln Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

ffi ves !ruo X ruln Remarks

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I ves Xruo I nln Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes nNo fl N/A Remarks:

9 Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X ves I trto I ¡vn Remarks

CHP 680D (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPA|ITìJENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

NORTHERN
Division:

NORTH ERN
Number:

101
Evaluated by:

SUSANNA JENKINS, OSSII
Date

1111312008
Assisted by: Date:

::-::::::::-:::::=:--:=:::=:::::::::::::::::-::::::::::::::::::::::--
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as Indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnsoection, the "F " box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead Signature:

/,Ø,rn'¿-

Follow-up Required:
Il Yes X no

! Follow-up lnspection C omh a nd eris€ i gnature :

.-.(.." 
v,,/.,/',èz>--J-¿-'

Date:

I 1 -? C' -ö'S'

For applicable policy, refer to: HPM '11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emplovee, form?

n Yes I ¡to X N¡n Remarks:Not required at this time.

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes n ¡lo E uln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes tr f,¡o n N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes nruo n ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes tr t'¡o n ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes X trto Ivn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transactron purchase limits? n Yes X t'lo n Nln Remarks:

8. Does the CHP 317 Cal Card Log fully descrtbe the
purchase? X ves ENo Evn Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receiptsiinvolces? X ves ENo I ¡vn Remarks:

CHP 6800 (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPART)./ENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Cal-Card Program

'10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes []No tr Nln Remarks:

11 . Are credit invoices/receipts for returned items
maintained with the bank statement? X ves I ¡lo n ¡l¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement,

X Yes Xruo X ruln Remarks:

13. Are Cal Cards maintained in a secure area?
Ll Yes X ¡lo n ru¡n Remarks:Employee's have

Dossession of their CALCards.

'14. Are Cal Card purchases pre-approved by the
commander? X Yes n ¡.¡o ! N/A Remarks:

'15. Have all cardholders received training on the
Department's procurement processes? X Yes nruo n ruln Remarks:

16. Are itern(s) purchased with the Cal Card prohibited
by departmental policy? n Yes XNo ! ru¡n Remarks:

CHP 680D (Rev 09-08) OPI 010
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STÅTE OF CÀLIFORNIA
DEPARIMENT OF CALIFORMq HrcHWAY PAÍROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT
-=-===+i==E-:-::-=-====--:====-===:::E=:===:-:==:¡:==:=-=
INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessr¡ry, or fìllin the blânks as indicaied, Entêr the chapter
numþet of the inspeclion in the Chapler lnspection number, Under'Fon¡vard to:'enter the next level of comrnand wheré the documenl
shall be routed to and its due date, This document shall be utilized to document innovatlve prâctices, suggestions for slalev/ide

CHP I'IILLÏAMS AREA PAGE ø6l ].8

by:
Betilna Oldham, OffTce Services Supervisor

TYPE OF INSPECT]ON

fl Dtvision Level fi! command Level

! Executive Office Levet

I Corrective Action Plan lncluded

E Appeatlncluded

D Attachments lncluded

Follow-up Required:

E ves ffi t¡o

Forwerd to.

Due Date:

nmander's Signature; Deteì
02l09200s

Chapter lnspection:",Command ProcurementsContiacts/Cal.Gard/l(-Number/Purchas€s',;-...,:'.,,,i:,':;,jr,ìr.'

lnspector's Comments Regarding lnnovative Practices:

ommand s for Sta

ln r's Findi
Contracts:
Area has not had the opportunity to utilize the following categories: 3) Office of Primary lnterest (OPl)
tracking nurnbering beginning with the requesting comrnand three-digit location code used, followed
"CP" for contract payable listed on the CHP 78; 21 ) The length of the contract arnendrnent request rnore
than one year; 22) Amendments requested befqre the expiration of the original contract; 23'l Aservice
contract on a CHP 78, Contract Request initiated for any commerc¡al rneeting/conference room rental
which is expected to exceed $4,999.99 in total cost; 24) Confe¡ence room rental costs exceeding the
$500.00 per day limit have pre-approval from Assistant Commissioner, Staff; 25) DOJ and FBI
fingerprint check and driver license checks Donducted for all of the following types of agreements; 26)
Driver license check conducted for, but not lirnited to, all of the following types of agreements, if the
contractor and/or specifically assigned personnel are scheduled to be on-site for more than 30 days;

CHF680 (Rûv 0s4ê) OPI 010
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' slATE or crulron¡ln
OEPARTMÊNT OF CÂTIFORNIA HIGI-MIAY PATEOL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
36)The contract file contain the STD 4 Contractor Evaluation form for personal services contracts; 38)
The requirements for Government Code Section 19130 (a) or (b) documented and justified for personal
service contacts.

Cal€ard Program:
Area has not had the opportunity to exercise the foltowing options: 6)When fair & reasonable is utilized,
is the fair and reasonable rnethod documented and properly justified.

X-Number ProEram:
Area has not had the opportunity to exercise the following options: 3) X Numbers requiring a contract
(i.e,, janitorial or landscaping) have prior approvalfrom the Business Services Section commander; 10)
X Numbers issued for lapsed contractual agreements have prior approvaf by the appropriate Assistant
Commissioner.

Purchases:
lf there is no State Contract available, Area Purchase Requisitions are cornpetitively bid.

Page 2

cHP I^JILLIAMS AREA
,.,.r': !.?", ' ''' 'l ' , irii

PAGE ø7/1,8

ander's Resoonse:

All procurement related activities are being conducted in accordance with Departmental policies and
procedures.

r's Comments:

I concur,

CHP 680Â (Rov 094Ê) OPI 0f0
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' 
stATE o'r dnufonr.¡h
OEPARTMENTOF CALIFORNIA HIGI-IWAY PAÎÊOL

COMMAND INSPËCNON PROGRAM
EXCEPTIONS DOCUMENT

ired Action: None

Corrective Action PlanlTimeline: N/A

CHP hIILLIAMS AREA PAGE 88/18

u0rnmano:

Williams
Þlvlsl0n:
Northern

chapteñ
3

lnBp€ctÉd by:
Beltina Oldham, Officc Scrvlces Supewisor

Date;

11t19t2008

CHP 6g0A (REv tÐ-oÊ) OFI 01 D
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srhre oÊ cALTFoRNTA

EEPARTIVIENT OF CALIFORN]A HIGI-ñA'AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP I4TLLIAMS PAGE ø9¡T8

R lSI0n: (Ttrts shall Þe the level of

/[/3ûû(?I

?/tr,t ¡zût't1

ÇHP E8{lA (Rrv 09-09} æl 010



SîA1E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional is required.

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective action plans, and may be used to appeal flndings. A CHP 51 Memorandum may be used if

Command:

Humboldt Area

Sergeant Hal Rosendahl

TYPE OF INSPECTION

f] Division Level X command Level

E Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

!ves X No

Forward to:
Northern Division

Due Date:O3 lz[tz(Og 
(

Commander's Sig nature: Date:

os /r s /c1

Chaoter lnspection: Chapter Three - Command Procuiements, Contracts, X-numbers, Pu!q!9ggg'çg!:qgrd

lnspector's Comments Regarding lnnovative Practices:

Humboldt Area has not implemented any innovative practices warranting departmental consideration'

Our supervisory staff is encouraged to evaluate methods which would improve command procurement

procedures and accountability.

completion
ntsaod

H -r1

""; r
!l "*Q{}
Fr-

f\'.Ër
\/ffiì
reæ

---{

-o

;(¡
(^)

Sergeant Hal Rosendahl was the primary inspector and OSSI Kimberly Holland assisted

of these inspections. They both share in responsibility and oversight of command procu

have a genuine concern for ensuring related policies and procedures are followed.

CHP 680A (Rev 09-08) OP¡ 010



S]ATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Humboldt Area
Division:

Northern
Chapter:

Three
lnspected by:

Serqeant Hal Rosendahl
Date:

03t1312009

ired Action: None requ¡

Corrective Action Planffimeline

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
0311312009

Lead lnspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:

Ukiah Area
Division:

Nofthern
Number:
2

Evaluated by:

Sgt, Chris Paredes, #12165
Date:

Oct. 30, 2008
Assisted by:

Captain Ray Madrig al, #97 67
Date:

Oct. 30. 2008

::::::::::::::=:
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,
applicable legal statues, ordefìcienciesnoted in the inspections shall be commented on viathe "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

tr Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
E Yes X tr¡o ! Follow-up lnspection

Commander's Signature:

For applicable policy, refer to: HPM 1 1,2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X ves trNo n N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nNo T N/A Remarks:

3, Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes X l,lo n ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity itenns obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes INo fl N/A Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes n ¡¡o n ru¡n Remarks:

6, Are the CHP 43, Purchase Requisitions, numbered
consecutively, stafting anew at the beginning of each
fiscalyear (July 1)?

X Yes !No n N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes [] tlo n Nln Remarks:

CHP 6B0C (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes ENo T N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes E tlo I nln Remarks:

10, Does the CHP 315, Price Comparison Worksheet,
docurnent at least two price quotations? X Yes INo I nln Remarks:

11. Are Lirnited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes INo fl N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for iterns that intefface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes tr tlo []vn Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes n ¡lo nvn Remarks:

14. Are items checked immediately for content and
darnage when delivered? X Yes nruo E ru¡n Remarks:

15, ls the "received copy" of the purchase order
approved, dated, and fon¡varded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes n ¡lo trvn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes XNo D ru¡N Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes nruo E ru¡n Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes Eno I u¡n Remarks

19, Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes ENo E ruln Remarks

CllP 6B0C (Rcv 09'OB) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
irnmediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes trNo tr N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an rrnreasonable length of time. (SAM 8422.0)

X Yes INo n uln Remarks:

22. Are copies of the.purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes ! trlo E ¡¡¡N Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

' purchase? (SCM Vol ll Ch, 2, Topic 11)
X ves INo E ru¡n

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

E Yes XNo fl N/A Remarks:

CHP 6B0C (Rev. O9-OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4"

Command:

Ukiah Area
Division:

Nodhern
Number:
'150

Evaluated by:

Sergeani Chris Paredes, #12165
Date:

11t01t08
Assisted by:

Officer Marian Holcomb. #12703
Date:

11t01108

:::::::::::::::===:=:::=:::::::=:::::::::::::=::::::::::=:::::::::::::::
INSTRUCTIONS: Answerindividual iternswith"Yes"or"No"answers,orflll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command,

Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

tr Executive Office Level ! Voluntary SelÊlnspectron

Lead lnspector's Signature:

Follow-up Required:
I Yes X ¡lo

L_l Follow-up lnspection wïo/or

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes INo Dvn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? I ves f t¡o X ruln Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

X Yes !No E ruln Remarks:

4 ls the performance of contract services monitored
and documented? I Yes X trlo I ruln Remarks: Currently discussed on flow

charts

5. Are all copies of correspondence with the vendor
maintained? X Yes Dno T N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

E Yes XNo !vn Remarks: Problems are maintained
via e-mail for tracking purposes

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nNo E ru¡n Remarks:

L Are all required levels of approval/signature obtained,
including the required docurnentation and approvals
r^, ^,,^^ti¡^ ^^! ^*^-^^-^., ^^^+.^^+^ ^^- un^¡ 4 4 4rul c^PEuil.ç dllu çlilclgslruy ut lrudutù PEr llrlvl I l.ll
Chapter 22, before forwarding the CHP 78 or CHP
7BA?

X Yes ENo T N/A Remarks:

CHP 6B0F (íìev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGI.IVVAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page u2of4

9. Are requests for contract services less than six
months from the anticipated start date of the coniract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes E tlo X ruln Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes E t'lo T N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interirn products)?

X Yes X ttlo fl NiA Remarks:

12, Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes E ttlo ¡ N/A Remarks:

13. Are contract expenditures rnonitored to ensure there
are sufficient funds to pay for all services rendered
as requíred by contract?

X Yes I l,lo n ruln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes lNo I uln Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

I Yes I l,lo X N/A Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes INo nvn Remarks:

17 . Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes nruo L] N/A Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I Yes nNo X ruln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

tr Yes E ¡lo X ruln Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? I Yes l-l ¡lo X N/A Remarks:

CHP 6BoF (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21. ls the length of the contractamendment request
more than one year? ! Yes trNo X N/A Remarks:

22 Are amendments requested before the expiration of
the original contract? n Yes I t',¡o X ruln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

tr Yes INo x N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

I Yes INo X nle Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finoerprint
checks and driver license checks conducted for all of
the following types of agreernents:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes INo I ruln Remarks: Janitorial Services

26 ls a driver license check conducted for, but not
limited to, allof the following types of agreements, if
the contractor and/or specilcally assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Flre Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(41 Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11 ) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleanìng Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)uninterruptible Power Supply Maintenance and Repair

X Yes [] t'lo T N/A Remarks: Heating, Ventilation, and
Air Conditioning Service and lmpound
Tow Companies
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I Yes E t'lo N N/A Remarks: Automatic

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
and/or criminal history infornration is received
regarding the contractor or the contractor' s
personnel)?

X Yes !No f] N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes X tlo T N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes XNo tr ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes trNo E ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
I Yes XNo I ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? ! Yes XNo [] ru¡n

Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes X l.lo I ruln Remarks:

35. Do consultant seryices contracts of $'1'000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nNo X ru¡n
Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

I Yes nNo X nln Remarks:

37. Does Contract work only begin after approval of the
,finalcontract? (SCM Vol 1, Ch. 4, Section 4.09) X Yes E trto trvn Remarks:

38. Are the requirements for Government Code Section
'19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 &. SCM Vol. I,

Ch, 7, Section 7.05)

X Yes I trto n n¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol l, E Yes X trlo X n¡n Remarks:
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STATE OF CALIFORNIA 
U

DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page l of 2

Command:

Ukiah Area
D¡vis¡on:

Nodhern
Number:
'150

Evaluated by:

Sergeant Chris Paredes, #'12165
Date:

11t01108
Assisted by:

OSSI Rachel Schroed er, #A12894
Date:

11t01108

:::::::::::::::::=::::::::::::::::::::::
INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Excepiions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) iaken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspeciion" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X rrlo

[J Follow-up lnspection Commander's Signature:

2¿,-Ø----
For applicable policy, refer to: HPM 1'1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo tr ruln Remarks:

2. Does all X Number file documentation contain the
STD, 204 Payee Data Record? X Yes E l.,lo I ruln Remarks:

3, Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes trNo I rula Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes !No E rr¡ln Remarks:

5. Are X Numbers issued for a onelime use?
X Yes l-l No T ruln Remarks:

6. Are prohibited services performed using an X
Number? I Yes XNo n ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes trNo tr ruln Remarks:

8, Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section ?

X Yes E l.lo n ruln Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes nNo fl N/A Remarks:

'10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the approprìate
Assistant Commissioner?

X Yes ENo Ll N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Nurnber Program

Page 2 of 2

'11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo I ruln Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certificatron from
the Department of General Services (DGS)?

X Yes n ¡¡o E ruln. Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certificatlon for X Number
vendors?

X Yes nNo n N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes INo T N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes INo fl N/A Remarks:
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srArE; 
'ALTF.RNTADEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of2 Þ

Command:

Ukiah Area
Division:

Northern
Number:

150
Evaluated Þy:

Sergeant Chris Paredes, #12165
Daie:

11t01108
Assisted by:

OSSI Rachel Schroeder, #A12894
Date:

11t01108

INSTRUCTIONS: Answer individual ilems with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, ordeficienciesnoted in the inspections shall be commented on viathe "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken, lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level I Voluntary Self-lnspection

Lead lnspeclor's Signature:

Follow-up Required:
l-l Yes X ruo

LJ Follow-up lnspection Commander's Signature:-Zz-:4 '4or/u,

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes trNo n nln Remarks:

2. Are STD, 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes n ¡¡o !vn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes ENo T N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes INo E ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nNo tr ru¡n Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonaþle method documented and properly
justified?

X Yes ENo E ruln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes XNo E N/A Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes I trlo E ruln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes n ¡lo tr rutn Remarks:
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Page 2of2"
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI_WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and rnaintained? X Yes XNo f] N/A Remarks:

11. Are credit invoices/receipts for returned items
maintained with the þank statement? X Yes INo E ruln Remarks:

12, Do non-itemized purchase receipts/invoices
document the purchase by listing the commodtty,
quantity, and unit price of the item(s) purchased on

the bank statement.

I Yes I t'lo n ruln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tilo l-l N/A Remarks:

14. Are CalCard purchases pre-approved by the
comrnander? X ves XNo I ruln Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nNo E ruln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? tr Yes XNo fl N/A Remarks:
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STATE OF CALIFORNIA {J

. DEPARTÍVIENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Commandl

Ukiah Area
D¡vision

Northern
Chapter:
I

lnspected by:

Sergeant Chris Pared es, #12165
Date:

11t01t08

INSTRUCTIONS: This documenl shall be typed. Gheck appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be uiilized to document innovative practices, suggestions for staiewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 5'1 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

tr Executive Office Level

T
T
X

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

D Yes X trlo

Forward to:
Northern Division

Due Date: 11101108

Commander's Signature:

/z--
Date:
11t01t08

lnspector's Comments Reqardinq lnnovative Practices:

Ukiah Area's Command Procurements and policies were very well organized, The staff had a working
knowledge and understanding of the procurement process, as well as those policies related to the
process,

Command Su ions for Statewide lmprovement:

None

NS tor's Findinos:

As stated above, the Ukiah Area's Command Procurements and policies were very well organized. No
discrepancies were found.

CHP 680A (Rev 09 0B) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Ukiah Area
Division:

Northern
Chapter:

J
lnspected by:

Sergeant Chris Paredes, #12165
Daie:

11t01t08

Commander's ResDonse:

Commander acknowledges and does not dispute the auditor's findings. Commander will ensure
adherence to the policies and procedures outlined in HPM 22.1, Chapter 3, Command Procurements, as
well as legal statues are followed,

NS or's Comments;

None

No corrective action required.

Not applicable

A I Review/Decision: ïhis shalt be the only level of appeal).

Not applicable

CHP 6804 (Rev. 09-OB) OPI 010
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STATE OF CALIFORNIA
DEPATìTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Not Applicable

al Review/Decision: ïhis shatl be the only level of

Not Applicable

Date: / t

/1,/Pl,/2 a
Responding Commancler's Signaturé (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page I of 4

Command:

Alturas Northern
Number:
'170-04-08

Evaluated by:

Seroeant Mark MoriariV #11171
Date:

1011712008
Assisted by: Date:

INSTRUCTIONS,: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks'section. Additionally, such

discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the'Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

ryPE OF INSPECTION

I Division Level X Command Level

n Executive Offìce Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X l.lo

! Follow-up lnspectron Date:

1al.z/aæz

For applicable policy, refer to: HPM 1 1.1, Chapler 22 /
)

1. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

! ves E t¡o X ruln Remarks: All contracts requiring a

CHP 78 are handled through
Headquarters.

2. ls a CHP 78 Contract Request used for onetime
services exceeding $4,999. 99? n Yes ! tlo x N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes INo X N/A Remarks:

4. ls the performance of contract services monitored
and documented? X Yes nuo E ruln Remarks:

5, Are all copies of correspondence with the vendor
maintained? X Yes n ¡lo nvn Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes I l,lo X N/A Remarks: No documents were
created in the last "12 months.

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

E Yes n ¡¡o X N/A Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 '1.1,

Chapter 22, beÍore forwarding the CHP 78 or CHP
79Aj

n Yes []ruo X ¡ln Remarks:
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Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes n ¡lo Xvn Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes fl No nrun Remarks:

1 '1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

I Yes nNo Ivn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo I N/A Remarks:

13, Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes E l,lo X ruln Remarks: Alturas Areas does not
provide payment.

'14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes INo tr ruln Remarks:

15. ls the fìnal invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes n ¡¡o n ruln Remarks:

'16. Are allapplicable form sections of the CHP 78
completed? n Yes nNo Xrun Remarks: No CHP 78s were Area

generated.

17 . Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes ! l.lo XruN Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

n Yes nNo X N/A Remarks: Alturas Area does nol
initiate contracts.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

E Yes !No x N/A Remarks: No problems were reported
during the previous 12 months.

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes l-l No X ruIN Remarks: Not an Area function.
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Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! Yes !No X ruln Remarks: Length of contract not

negotiated by Area.

22. Are amendments requested before the expiration of
the original contract? n Yes !No Xvn Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

E Yes nNo Xvn Remarks: Alturas Area does not
contract for room rental.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes nNo X ruln Remarks:

25, Are California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes nNo tr ruln Remarks:

26. ls a driver license check conducted for, but not

limited to, all of the following types of agreements, if

the contractor and/or speciflcally asstgned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, notscales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Teleüision Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

I Yes !No X ¡lln Remarks: No contractors were on-site
for more than 30 days.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECT¡ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nNo nvn Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes nNo I N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the fìnal payment of
the contract?

X Yes n f,lo n ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nruo n ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes nruo X ru¡n Remarks: CSU suspenses contract

deadlines to renew expiring contracts.

32. ls a spreadsheet prepared listing all expenditures?
I Yes !No X ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? n Yes Iruo Xvn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes nNo X ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance crìteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes INo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol, l, Ch. 3, Section 3.02.5)

I Yes []No X nln Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nNo tr ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justifìed for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

n Yes I t'lo X ru¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes XNo n ruln Remarks:
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SIATE OF OALIFOIINIA
DEPARfMËIff OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP ALTURAS

lnspected hy:

Sergeant Mark Moriatity #11171

PAGE ø2/ø2

e:

11117t2008

il/a*

INSTRUCTTONS: This document shall be typed. Check appropriate boies as neces€ary, or flll in thq blanks as indicated. Énter the chaDter

number of the inspection in the chaptor lnspection nurnber, Under "Foward toi enler the next level of command where the document

shsll be routed lo and itg due date. This document shall be iJtilized to document innovative practices, suggestions fol stHtewide

improvement, identìfìed defciencies, coneqtive âctìon plans, and may be used to appeal findings. A CHP 51 Mernorandum may be used if

! Corrective Action Plan lncluded

D Rppeal lncluded

! Attachments lncluded

Signature;
Follow-up Required:

EYes E No

Forward to:

Northern Division-
Chief Hahn

Due Nov 1 2008.

3x. í:f:'r ':'ritri¡iïe ìxii¡

s Findilnsoector's Findinos: ''. t

Purchases-
#2-The Acting Area Commander/Approver had not received procurement training,
#9- AII CHP 43s are not competitively bid due to a lack of vendors in the rural location, Competitive bids

are oþtainêd where suffícìent vendors are available,
#10- CHP 315s are not in use by Area personneÌ involved in purchases.

#13" No corrective action plan is possible due to limited vendors,
r... : :, .t::r,,'i'r 'r; j

Çontracts-
#1- All CHP 78s are handled through CHP Headquarters.
#18- Area employees ate not associâted with the management of contracts,
#21- Alturas Area does not determine the length of contracts.
#23- Alturas Area does not contract for roorn rentel.
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SIA'TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIêI.IA/AY PATROT

COMMAND INSPECTION PROGRAM
ÊXCEPTIONS DOCUMENÏ

Page 2
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No further corrective action required,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Alturas
Division:
Northern

Chapter:
Three

lnspected by:

Serqeant Mark MoriariTv #11171
Date:

11117 t2008

eal Review/Decision: (This shalt be the onty level of n.

Date:
11t17 t2008
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STATE OF CALIFORNIA, DEPARTMENT OF CALIFORNIA HIGFTWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:

Alturas
D¡vision:
Northern

Number:
1 70-04-08

Evaluated by:

Seroeant Mark Moriaritv #11171
Date:

10t17t2008
Assisted by: Date:

:::::::::::::::::::::::::::::::::::::::::::::::-::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level X Command Level

! Executive Office Level I Voluntary Self-lnspection

Follow-up Required:
X t'toYes ! Follow-up lnspection

Dete:- ìolr/" e

For applicable policy, refer to: HPM I 1.2, Chapter 7 /tu
1. Are participants in the procurement process at the

command levelfamiliar with the related policies and
procedures for purchasing?

X Yes tr I'lo n ru¡n Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? n Yes XNo n N/A Remarks: Recent change of

command, Current reviewer not
trained.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

E Yes XNo ! N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nNo X ruln Remarks:

5, ls all required information entered on the CHP 43,
Purchase Requisition? X Yes n ¡lo n nln Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes INo n ruln Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

E Yes nxo X rurn Remarks: No expedited requests
were forwarded.

CHP 6B0C (Rev ogiS) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes n ¡¡o n N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? n Yes nNo x N/A Remarks: No 43s were located where

bidding was required.

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? tr Yes INo X NiA Remarks: None located

I'1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

tr Yes ENo Xvn Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

tr Yes INo X ruin Remarks:

13, Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justiflcation and NCB Corrective
Action Plan documents?

I Yes nNo X ruln Remarks: None located

14. Are items checked immediately for content and
damage when delivered? X Yes INo T N/A Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are
accepted?

X Yes nNo X f'¡ln Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nNo Ivn Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as

acknowledgement that a portion of the order has
been received?

X Yes nNo nvn Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes n ¡¡o n Nln Remarks:

19, Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

n Yes X t¡o X ruln Remarks: No damaged items
delivered in the last 12 months.

CHP 680C (Rev 0948) oPl 010



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notifìed
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes Eruo fl N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes INo n ruln Remarks: ltems are suspensed for
follow-up until received.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1 1, Topic 4)

X Yes nNo n ru¡n Remarks:

23. Are decisions documented to create a papertrail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic '11)

X Yes nNo n ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section '10329)

! Yes XNo n ruln Remarks:

CHP 680C (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
ÞEPARTMEI T OF CALIFORNIA HIGI.ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional

===:,.,..'....'...'.'._-=:====.:: 
F=--::=:=:=--=:-::==#===

INSTRUCTIONS: This document shall be typed, Check appropriate boies as necessary, or fill in the blanks as indicated. Énter the chapter

numberoftheinspectionintheChaptsrlnspectionnumber, Under"ForwardtoÍenterthenextlevel of commandwherethedocument
shâll be routed lo'and itg due date- This documenl shaìl be iJtilized to docurnent innovative pråctices, suggestions for statewide

irnprovemenl, identified deficiencies, correqtive action plans, ând may be used to appeal lindings A CHP 51 Memorandum m8y be used if

CHP ALTURAS PAGE ø2/ø2

ilr/az.

! Corrective Action Pfan lncluded

E Appeal lncluded

! Attachments lncluded

I Cornmande/s Signature;
Follow-up Required:

IYes E No

Forward tol
Nodhern Division-
Chief Hahn

Due D ov 1, 2008 .

:'f iìri¡iie ixiil

sergeant Mark Moriarity #11171 111t17t2o08

Command Suqqestions for Statewide lmprovement:

lnspector's Findinos: ':' t .

Purchases-
#2- The Acting Area CommanderiApprover had not received procurement training.
#9- All CHP 43s are not competitively bid due to a lack of vendors in the rural location, Competitive bids

are obtainêd where sufficìent vendors are available,
#10- CHP 315s are not in use Þy Area personnel involved in purchases.

#13- No corrective action plan is possible,due to limited vendors,
,,.,, | , ":t ' 

if1 r:i .

Ççntracts-
#1- Atl CHP 7Bs are handled through CHP Headquailers.
#18- Area emptoyees are not assôciated with ihe management of conîracts,
#21 ^ Alturas Area does not determine the length of contracts.
#23^ Alturas Area does not contract for roorn rental.

cHP G8C^ lRôv. o$oE) CPr 9io
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STATE OF CALIFORNIA
DEPARTMENT OF CAUFORNIA HIGI.IWAY PATROL

COMMANÞ INSPECTION PROGRAM
ÊXCEPTIONS DOCUMENT

Page 2

CHP ALTURAS

' l-' . irl ieant Mark

PAGE Ø..j/ ø3

NorthernAlturas Thlee

Dole:

Cornmander's
Purchases-
#2- The Comman der/Approver received proÇurement trai ning on 1 1 I 13/20 0 8.

#1 1- Alturas Area has implemented use:'pf',fhe CHP 315 for purchases less than $5,000,00,

ln s Cornments:

No further correctìve action required,

CHF õnoÀ (Aov. 09.æl OPI o1A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Alturas
Division:
Northern

Chapter:
Three

lnspected by:

Serqeant Mark Moriaritv #11171
Date:

11t17 t2008

eal Review/Decisiont (Ihis shalt be the onty leve! of

for appeal):

CllP 680A (Rev. O9-OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Alturas
Division:
Northern

Number:
1 70-04-08

Evaluated by:

Seroeant Mark MoriatiV #11171
Date:

10t17t2008
Ass¡sted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in lhe blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead I nspector's Signature:

Follow-up Required:
l-l Yes X ruo

LJ Follow-up lnspection w,flT __+<t Date: r /
ny'c/zæ¿,

For applicable policy, refer to: HPM 11.2, Chapter 3
)

1. Are allemployees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes fl No n ¡lln Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes ENo ff N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes n ¡lo n ru¡n Remarks:

4. Are California lntegrated Waste Managemçnt Board
Form74 documents maintained for each vendor
utilized?

X Yes n ¡lo n ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes E l.to n ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justifìed?

X Yes D trlo fl N/A Remarks:

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes Xruo n nln Remarks:

8. Does the Cl.lP 317 Cal Card Log fully describe the
purchase? I Yes nNo n ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nNo n ru¡n Remarks:

CHP 6BoD (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the GHP 317 Cal Card Log properly authorized
and maintained? X Yes nNo L] NiA Remarks:

1 1. Are credit invoicesireceipts for returned items
maintained with the bank statement? X Yes !No n N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(d) purchased on
the bank statement.

X Yes nNo E ruln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tlo l-l run Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes !No tl N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes nNo fl N/A Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes X tlo ff N/A Remarks:

CHP 680D (Rev O9{B) OPI 010
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STATE OF CALIFORNIA
DEPARTMEI T OF CALIFORNIA HIGI-'WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP ALTURAS

! Corrective Action Pfan lncluded

I Rppeal lncluded

! Attachments lncluded

P,qGE ø2/ ø2

====Ê-===:===--:- =:=:::-=:=:=-=::==æ===
INSTRUCTIONS: Thisdocumentshall betyped. Checkappropriateboiesasnecessary,orfill inlheblânksasindicated,Énterthechapter
numberoftheinspectionintheChaptsrlnspectionnumber, Under"Fowardto:"enierlhenextlevel olcommandwherethedocument
shall þe routed lo and its due date- This document shall be ìJtilized to docurnent innovative prectices, suggestions for statewide

Comments lnnovative Ptactices:

1^,itriã¡ie hi;rav,

by'

Sergeant Mark Moriatily #11171

irnprovemenl, identified deficiencies, coneqtive actìon plans, and may be used to appeal findings A CHP 51 Memorandum may be used if

Command Suoqestions for Statewide

ln s Findinos:
Purchases-
#2- The Acting Area CommanderiApprover had not received procurement training.
#9- All CHP 43s are not compet¡tìvely bid due to a lack of vendors in the rural location, Cornpetitive bids

are obtainêd where sufficient vendors are available,
#10- CHP 315s are not ìn use by Area personnel involved in purchases,

#13- No corrective action plan is possible due to limited vendors,

Contracts-
#1- Atl CHP 7Bs are handled through CHP HeadquarteÞ.
#18- A,rea employees are not associated with the management of contracts,
#21 ^ Alturas Area does not determine the length of contracts.
#23- Alturas Area does not coniract for roorn renial.

CHP GBC/\ lRÖv 0S0E) OPI 0i0
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STATE OF CALIFORNIA
DEPARTIVENT OF CåUFORNIA HI6I,fi/VAY PATROL

COMMAND INSPECTION PROGRAIVI
ÊXCEPTIONS DOCUMENT

Page 2

CHP ALTURAS PÊGE ø2/ø3

1111712008

Cornmander's
Purchases-
#2- The Commander/Approver received procursment training on 11113/2008.

#1 1, Alturas Area has implemented use:'þf,,the CHP 315 for purchases less than $5,000,00,

Corrective Action PlaniTimeline

CHF õ8ÒA (Aov- 09.æÌ OPI 01Q
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No further corrective action required,



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Alturas
Division:
Northern

Chapter:
Three

lnspected by:

Serqeant Mark Moriarilv #11171
Date:

11117 t2008

A I Review/Decision: ffhis shall be the ontv tevet of

Cl-lP 680A (Rev O9'oB) OPI 0lo
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STATE OF CALIFORNIA
. 
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKL¡ST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

uomman0:

Alturas
D¡v¡sion:
Northern

Number:
170-04-08

Evaluated by:

Serqeant Mark MoriariV #11171
Date

10t17t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level X Command Level

X Executive Office Level ! Voluntary Self-lnspection

Lead I nspector's Signature:

Follow-up Required:
l-l Yes X tto

[J Follow-up lnspection

For applicable policy, refer to: HPM 1 1.1, Chapter 23 /

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t'lo !vn Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nNo T NiA Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes trNo n N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes I l,lo [ ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l trlo l-l t¡ln Remarks:

6. Are prohibited services performed using an X
Number? n Yes X tlo I ruln Remarks:

7 . Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes ENo n ruln Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes I l,lo X N/A Remarks:

9 Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes XNo n n¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

I ves n ¡¡o X ru¡n Remarks:

CHP 68oE (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes X tlo n N/A Remarks: No due to a lack of vendors

locally

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡lo nvn Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

I Yes ! tlo ! N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? ffi Yes INo n ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's fìles? X Yes INo nvn Remarks:

CHP 680E (Rev 09-oB) OPI 010
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SÎATE OF CALFORNA
DEPARTMEMT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTIÔN PROGRAM
EXCEPTIONS DOCUMENT

CHP ALTURAS

! Corrective Action Plan lncluded

f Appeal lncluded

! Attachments lnoluded

Signature,

===:::::=-=:==:-- =:=::-=:=:=-===::==:=--
INSTRUCTIONS:Thisdocumentshall betyped, Checkappropriateboiesasnecessary,orfill inlheblanksasindicated.Énterthechaptor
number of the inspection in the Chapts, lnspection number. Under "Forward to:" enter lhe next level of comrnand where lhe docurnent

shell be routed lo and itg due date. This document shall be iJtilized to dqcument innovative practices, stlggestions for statewide

improvement, identifìed deficiencies, conective aotion plans, and may be used to appeal 'findings A CHP 51 Memorandum mÊy be used íf

PAGE ø2/ø2

ilr/ot"
Follow-up Required:

flYes B No

Forward tol
Nodhern Division-
Chíef Hahn

Due Nov 1,2008

by:

Sergeant Mark Moriarity #11171 111t17t2o08

Command Suqoestions for Staiewide

lnsoector's Findinos:
Purchases-
#2- The Acting Area Commander/Approver had not receÍved procurement training.
#9- AII CHP 43s are not competitively bid due to a lack of vendors in the rurâl locatìon. Competitive bids

are obtainêd where sufficìent vendors are avaìlable,
#10- CHF 315s are not in use by Area personnel involved in purchases,
#13" No corrective action plan is possible.due to limited vendors.

!.r, | '. "l' irr rli '

Contracts-
#1- All CHP 7Bs are handled through GHP Headquarters.
#18- Area employees are not associated with the management of contraçts,
#21 - Alturas Area does not determine the length of contracts.
#23- Alturas Area does not contract for room tenial.

CHP G80/\ lRôv.0$08) CPI 0"'0
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STATE OF CALIFORNIA
DEPARTIUENT OF CAUFORNIA HI6I.îA/AY PATROL

COMMANÞ INSPECTION PROGRAM
ÊXCEPTIONS DOCUMENÏ

Page 2

CHP ALTURAS PAGE Ø3/Ø3

Cornmander's nse:
Purchases-
#2- The Comma nder/Approver received p rocurement trainin g on 1 1 I 13/20 0 8.

#11- Alturas Area has implemented use:'þf,ithe CHP 315 for purchases less than $5,000,00,

No further correctìve action required,

CHP ÞîÒA (Aov 03.C01 OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORN¡A HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command

Alturas
D¡vtsion:
Northern

Chapter:
Three

lnspected by:

Serqeant Mark MoriariTv #11171
Date:

11t17 t2008

Appeal Review/Decision: (This shatt be the onty levet of

CllP 680A (Rev. 09'08) OPI 010



STAIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page '1 of 3

Command: Clear Lake I Division: Northern Number

)

Ñl
r{

Evaluated by: Sergeant D. Stark, #12A53 Date: 10/07/08

Assisted by: Date:

::==:::::::::::::=::---- :::::::::::::::::::::::=:::::::=lt1l1-.,
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers ll in the blanks as indicated. Any discrepar",";;;;; $\'
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Excepiions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected

TYPE OF INSPECTION

! Division Level I Command Level

f Execuiive Office Level I Voluntary Self-lnspection

Follow-up Required:
[]Yes Xuo ! Follow-up lnspection

Commander's Signature:

(\ r... \. \r. ...-

Date:

ib /+., z oY

For applicable polrcy, refer to: HPM 'l 1.2, Chapler 7

1. Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

I Yes ENo n rurn Remarks: Saundra Lumbert, OSSl
Sergeant B Holcomb; Jim Coonley
Auto Tech

2. Have Approvers/reviewers of purchases received
procurement training? X Yes E trlo n Nln Remarks: July 2008

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes X trto n xln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes I tlo ! Nln Remarks: Separate requisitions are
used for separate supplies

5 ls all required informatron entered on the CHP 43,
Purchase Requisition? X Yes tr t'lo I N/A Remarks:

6 Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscalyear (July 1)?

X Yes I l.lo Ivn Remarks:

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes E l'¡o T ru¡n Remarks:

CHP 68OC (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Diviston, and/or OPI approvals? X Yes n ¡¡o n Ntn Remarks:

9. Are the CHP 43, Purchase Requisitions,
competiiively bid? X Yes I tlo I Nln Remarks: Clear Lake is a rural area

When a single bidder was used, a

iustifrcaiion was submitted

10. Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? I ves n ¡¡o fl N/A Remarks:

1 '1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one spectfic
brand or modeljustified and in compliance with SAM
3555?

X Yes nNo n Nrn Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

flYes n ¡lo X Nln Remarks: No instances in file

'13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nruo n ruln Remarks: One instance of NCB in file

- L & M Lock NCB justificaiion was
attached.

14. Are items checked immediately for content and
damage when delivered? X Yes n ¡lo n ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes n ¡lo fl N/A Remarks: Completed and forwarded
to FMS same day as delivery.

'16. Are freight andior packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes E Irlo []vn Remarks:

'17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X ves trNo [] ruln Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes XNo ! N/A Remarks

'19 Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes I trlo Evn Remarks: New sergeant's lockers
were delivered damaged in 2OO7.

Carrier did not note damage on
freight bill This was caught by Area
and brought to carrier's attention
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-rnail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X ves !No trvn Remarks: followed in writing by
e-mail

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes lNo tr ru¡n Remarks: This is continually
monitored by OSS'1 Lumbert; she
keeps a "pending" file at her desk,

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nNo ! N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

X Yes ! tlo tr ru¡n Remarks: Copy of justification
retained at Area (CHP 43/315)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

fl Yes XNo X ruin Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command: Clear Lake Division: Northern Number

Evaluaied by: Sergeant D Stark, #12053 Date:10/07/08

Assisted by: Date: 
iü

::::::::::::::-_
;wers, or fill in the blanks as indicated. Any c
:hcll l.ro nnmmcnfod on via fhe "Remarks" se

=:::::::::::::=
iscrepancies with polib/
:fion Additionallv. such t\

:::::= :::::::::: ::: : : ::=:: : :: ---::::: ::: ::: :- ---- - ---
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanl

applicable legal statues, or deficiencies noted in the inspections shall be commented on

I

\J
Additionally

discrepancieã and/or deficiencies shall be documented on an Exceptlons Document and addressed to the next level of command

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

lnspection, the "Follow-uP I " box shall be marked and only deficient items need to be re-lnspected

TYPE OF INSPECTION

I Division Level fi command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:
--'=--

Follow-up Required:
[-l Yes X Irto

E Follow-up lnspection Commander's Signature:

\ '.'u . \..\

Date:

le /.æz v(

For applicable policy, refer to: HPM 1'1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? E ves XNo T N¡N Remarks:

2. Does all X Number file documentation contain the
STD, 204 Payee Data Record? X Yes nNo E NiA Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes INo Xvn Remarks:

4. Are X Number requests made prior to the date the
services are perforrned? X Yes INo fl N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l trto l-l N/A Remarks:

6 Are prohibited services performed using an X
Number? X Yes XNo E N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I ves ENo X ruln Remarks

8. Are X Numbers issued for telecommunications
related services pre-approved bY

Telecommunications Section?
X Yes E tlo D N/A Remarks

9 Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1 ,000
have prior approval from Facilities Section?

X Yes E tto fl N/A Remarks

10. Do X Numbers issued for lapsed contractual
agreernents have prior approval by the appropriate
Assistant Commrssioner?

X Yes nNo n N/A Remarks:

CHP 6B0E (Rev o9-o8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes nNo n ¡lln Remarks;

12. Do allX Numbers awarded to a small business
vendor contain the small business certificaiion from
the Department of General Services (DGS)?

X Yes tr t¡o n N¡n Remarks:

'13. Does the file documentation coniain the STD. 21
Drug Free workplace certification for X Number
vendors?

I Yes I tlo I ¡vn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes I ¡¡o n Nln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes I trlo E Nln Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

:=::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or"No" answers
applicable legal statues, or deflciencies noted in the inspections shall I

Page 1of4

Command: Clear Lake Division: Northern Number:

\t

Evaluated by: Sergeant D Stark, #12053 Date: 1O/1412OO8

Assisted by: Date:

rwers, or fill in the blanks as indicated. Any discrepancies with polic
shall be commented on via the "Remarks" section Additionallv sucionally,

1

\,,Ndiscrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

I Division Level fi Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
I Yes X tr,to

[_l Follow-up lnspection Commandeis Signature:
\

{Y., \ \ '.- ", '\\.

Date:

I Ê¡ ', e,r: I v{

For applicable policy, refer to: HPM 1 1,1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X ves D trto ! N/A Rernarks: Used once for extens¡on of
tow contract.

2. ls a CHP 78 Contract Request used for one-trme
services exceeding $4,999.99? X ves nruo E ruln Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

I Yes INo X N¡n Remarks:

4. ls the performance of contract services monitored
and documented? I Yes trNo I N¡n Remarks: Area's responsibility as of

7/08 Previously, this was Contract
Serv¡ces Unit (CSU) responsibilitv.

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo I rula Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo I nln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X ves trNo I Nln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
784?

X Yes nno tr N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9 Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Cornmissioner, Staff, for
expedited processing?

X Yes Xno X N¡n Remarks:

10 ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes !No I ruln Remarks:

'11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nruo n N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo T ru¡n Remarks:

'13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes n ¡lo n ru¡n Remarks: Area's responsibility as of
7/08 Previously, this was CSU's
responsibiliiy.

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nNo n N¡n Remarks: Contractor's are paid on
monthly basis. There were no
instances of contractor's not fulfilling
requirements of contracts.

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes nno ! rutn Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes Eruo tr Nln Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and tmminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public servrces?

X Yes nNo I ruin Remarks:

18 Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X ves INo ¡ N/A Remarks:

19 Are problems concerning the contractor's
performance fully documented in wrìting and made a
part of the contract manager's contract file?

I Yes nNo I N¡N Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? [-l Yes l-l ¡lo X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! ves X trlo E ruln Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes X tto ! N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meetingiconference
room rental which is expected to exceed $4,999.99 in

total cost?

fl Yes trNo [ ruln Remarks: There were no instances
encountered by Area

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

I Yes INo x N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes n ¡lo I N/A Remarks: Area Janitor

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Ma¡ntenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (inter¡or of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) ïelephone Services (cellular, satellite, and regular)
(18) ïelevision Equipment Maintenance and Repair
('1 9)Uninterruptible Power Supply Maintenance and Repair

X Yes E trto I ruln Remarks: Area Janitor
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are alldriver license and fingerprint information
fonryarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I ves fl trto Ll N/A Remarks:

28 ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes E l.lo E N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three )¡ears after the final payment of
the contract?

X Yes n ¡lo D N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? I Yes XNo tr ¡lln Remarks: Activities listed in contract;

no log sheet to verify activities being
oerformed (i e. Janitor activitiesl

31 . ls a computer file prepared for all contracts
administered? X Yes ENo ! Nln Remarks: As of 7/08 when Area

assumed CSU responsibilities

32. ls a spreadsheet prepared listing all expenditures?
X Yes ENo tr N¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nno ! ¡yn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes nNo n ruln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! Yes E tto X Nln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluatlon form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes INo X Nln Remarks:

37 Does Contract work only begin after approval of the
final contract? (SCM Vol. '1, Ch. 4, Section 4 09) X Yes E tto tr ruln Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I

Ch. 7, Section 7.05)

X Yes I t'lo n N/A Remarks

39. Are any contract payments made prior to the final
approval and executron of the contract? (SCM Vol. I

Ch 4, Section 4 09)
E Yes XNo T N/A Remarks:
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Command: Clear Lake Division: Northern Number:

Evaluated by: Sergeant D Stark, #12053 Date: 10/14108

Assisted by: Date:

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers, orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a F

lnspection, the "F box shall be marked and onlv deficient items need to be re

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
lYes Xruo

LJ Follow-up lnspection Commander's Signature:

r\ \.r \ \,.,.

Date:

lo1:".2 ol
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, EmploVee, form?

X Yes n ¡lo tr rurn Remarks: Currentfor OSSl Lumberi
and J Coonley, Auto Tech, 10/6/08

2. Are STD. 2'1 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes n ¡lo ! ruln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X ves ENo ! N/A Remarks:

4. Are California lntegrated Waste Managernent Board
Form74 documents maintained for each vendor
utilized ?

I Yes XNo I N/A Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes tr t'lo T ru¡N Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes trNo I N/A Remarks:

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes XNo fl N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes tr t'lo I nln Remarks:

9. Are bank statements reconciled with the CHP 3'17

Cal Card Log and the receipts/invoices? X ves I t¡o !vn Remarks

CHP 680D (Rev o9-o8) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? I Yes I t'lo n NiA Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes INo E nln Remarks:

1 2. Do non-iternized p u rchase recei ptsii nvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo tr ru¡n Remarks:

'13. Are CalCards maintained in a secure area?
X Yes |.-l t lo [l ruln Remarks: Personally carried

14. Are Cal Card purchases pre-approved by the
commander? [] ves E trlo n N/A Remarks:

15. Have allcardholders received training on the
Department's procurement processes? I Yes ENo E N/A Remarks:

1ô, Are item(s) purchased with the Cal Card prohibited
by departmental policy? X Yes nruo trvn Remarks:
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STATE OF CALIFORNIA
DEÈARTMENT oF CALIFORNIA HIGHWAY PATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
::::::=: :::::::: ::::::::::::::::::::::::::=::::::::=:::=_
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indlcated Enter the chapter
number of the inspection in the Chapter lnspection number Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for staiewlde
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings A CHP 51 Memorandum may be usecl if
additional space is requlred.

Command: Clear Lake Division: Northern Chapter: 3

lnspected by: Sergeant D Stark, #12053 Date: 10/'l 8/08

TYPE OF INSPECTION

I Division Level ffi Command Level

I Executive Office Level

! Corrective Action Plan lncluded

X Appeal lncluded

n Attachments lncluded

Follow-up Required:

I ves X trlo

Forward to:

Due Date:

Commander's Sig nature:

\
\.\: \''\-)-\

Date,

I)./s¡1,/o{

Çh a pf er :l nspecti,on'rrC hapter'3,, Corn m a n d,Procu l eme nts

lnspector's Comments Regarding lnnovative Practices:

Area is currently utilizing standard practices.

Command S estions for Staiewide lmprovement:

Regarding Contracts: lt was discovered that Area must continuously contact Accounting via telephone to
ensure contract invoices have been paid. ltwould be helpful if Accounting would immediately notify
areas via e-mail when contracts are paid.

Regarding Cal-Card Programs: lt was discovered that the Office Manager must obtain the Area
Commander's approval in order to purchase office supplies necessary for the day-to-day operation of
the command. lt would expedite the process if the Office Manager could approve such purchases.

lns ctor's Findinqs:

Suggestion regard¡ng Contracts (ltem 30): A log sheet is not mainiained for a diary of activities related
to the contract. Area currently has five (5) contracts in use. While a log may not be practical for every
contractor, it would be useful for the Janitorial and Landscape Maintenance service contracts to ensure
daily, weekly, and monthly activities are being pedormed.

CHP 6804 (Rev 09-OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command: Clear Lake Dlvision: Northern Chapter: 3

lnspected by: Sergeant D. Stark, #12053 Date: 10/1 B/08

Commander's R SE:

(-\ \\ qi¡þ f-\ Qssùes\\ l'sì\rt r-\f* €Èlù t'\\\ç-\

n 's Cornments:

Saundra Lumbert, OSS1, was found to be very knowledgeable and capable carrying out her duties as it
relates to Command Procurements. No deficiencies were noted.

Corrective Action Plan/Timeline: N/A

Þ.R,{:- \ _rb ùç,ç Ç-u'¡ùÈì\G tss-r. \\r\ (ñNì(t! l\qcvl.Nç \$R{L\s

trs\ S ciç,.r ic RS ?Ci\\ F i¡cr<'rnV ßl \çrts¡\ trùRs¡ id- v fi-ñù\\l .
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Clear Lake Divis¡on: Northern Chapter: 3

lnspected by: Sergeant D. Stark, #12053 Date: 10/1 8/08

Review/Decision: (Ihis sha// be the only teve! of

Lead lnspector's Signature: 
.-_ 

,. ) -L_:ol--_ .,.z-t::; /Ly'4-/---;
Date:10/18/08

Responding Commander's Signature (for appeal) Date:
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RDZP 00O06 05/02/o8 o8.o8.s?
cHP2 00002 os/02/08 08.O8.4.9

N OB5 ALL COMMANDERS
05-02-08 0808 DST

MIS COMM-NET MESSAGE
5-1-08
A],L COMMANDS

SUB.]ECT; CHANGE IN APPROVAL PROCESS FOR SERVICE/COIVIMODTTY REQUESTS - ACT]ON
REQUIRED

EFFECTTVE IMMEDIATELY, SERVICE/COIVIMODITY REQUIJSTS THAT PREV]OUSLY REQUTRED
ASSÌSTANT COMMISSIONER STAFF (ACS) APPROVAL NOW REQU]RE APPROVI\L OF T.HE
APPROPRIATE ASSISTANT COMMISSIONER.

IN ADDITION, ALL SOLE SOURCE/SOLE BRAND REQUESTS NoW.REQUIRE DIVTSfON CHTEF
APPROVAL, AND fF NECESSARY, THE APPROPRIATB OFFTCtr OF PRIMARY INTEREST (OPT)
CHIEF APPROVAL, THESE APPROVALS ARE IN ADDTTION TO THE REVIEW AND APPROVAL OF
THE CH]EF, ADMINISTRÀT]VE SERVICES D]VTSION, THE APPROPRTATE ASSISTANT
COMMISSIONER AND THE DEPUTY COMMISSIONER. THTS SA},IE REV]EW ÀND APPROVAL
PROCESS WTLL BE UTTLIZED FOR ALL REQUESTS TO DEVIATE FROM OR PROVTDE ANI'EXCEPT]ON'' TO EXISTTNG PROCUREMENT POLICY.

BUSTNESS SERV]CES SECT]ON (BSS) PROCUREMENT WILL NOT PROCESS REQUESTS THAT DO
NOT HAVE THE NECESSARY APPROVALS AS OUTLINED ABOVE. THESE REQUESTS WILL BE
RETURNED TO THE REQUESTING DfVIS]ON FOR THE REQUTRED APPROVAIS.

THE CONTENT OF THIS COMM-NET WILL BE TNCLUDED IN FUTURE REVISIONS OF THE
AFFECTED CHAPTERS IN I{PM 11.1, ADMINISTRATIVE PROCEDURES MANUAI, AND HPM 11.2,
MATER]ALS MANAGEMENT MANUAT.

ÏF YOU HAVE ANY QUESTTONS, PLEASE CONTACT MS, TERRI ANDERSON, PROCUREMENT
MANAGER, AT (916) 375-2l.09.

CHP HDQTRS/OFFICE OF THE COIVIMISSIONER

001. 070 . A13 641 /JC



RDZP 000ss 06/20/oe 16.rs.33
cHP2 O0003 O6/20/08 16.rs.27

N 178 ALL COMMANDERS
o6-20-08 1615 DST

MIS COMM-NET MESSAGE
6-20-08
TO: ALL COIVIMANDS

SUBJECT: PURCHASE REQUISTT]ON NUMBBRING

IN ACCORDANCE WITH HPM 11.2, CHAPTER 7, PURCFIASES, ALL PURCHASE REQUISITIONS
SHAIL BE NUMBERED SEQUENTIAILY, STARTING ]\NEW AT THE BEGTNNTNG OF EACH FISCAI
YEAR (E.G., XXXPRBOOl AND XXXPRBOO2) ,

WHEN THE NEW REQUISITIOTJ DELTVERY SYSTEM (REDS) IS DBPLOYED, TT WTLL
AUTOMATfCA],LY ASSIGN REQUISITfON NUMBERS CONSECUTTVEIJY FOR EACH COMMAND
STARTÏNG WITH I'001." BECAUSE THE DEPLOYMENT WILL NOT BB OCCURRTNG AT THE
BEGINNING OF THE FISCAI YEAR, HARD COPY REQUTSTTIONS (FORM CHPA3) WTLL BE USED
IN THE INTERIM. TO AVOTD DUPLTCATING REQU]STTION NUMBERS, HARD COPY
REQUTSITIONS SHALL BE NUMBERED SEQUENTTALLY, BEGTNNTNG WITH 50O. FOR EXAMPLE,
THE FIRST HARD COPY REQUISTTION SUBMITTED BY ADMINISTRÀTTVE SERVTCES DTVISION
(07O) IN 2OOB-09 WTLL BE NUMBERED O?OPR85OO, THE SECOND, O7OPR85O1, ETC,

COMMANDS WTTH FISCAL YEAR 2OO8_2009 HARD COPY REQUISITÏONS ALREADY SUBMITTED
SHALL MAKE THE APPROPR]ATE CHANGES IN THEIR FILES AND NOTIFY THEIR ARMS
COORDINATOR (ÏF APPLICABLE) AND PURCHASING SERVICES UNTT OF THE REVISEÐ
NUMBER,

THE HPM Il.,2, CHAPTER ?, PURCHASES, W]LL BE UPDATED TO REFLECT THESE CHANGES.
IF YOU HAVE ANY QUESTIONS OR NEED ADDITIONAL TNFORMATION REGARDING THIS
CHANGE, PLEASE CONTACT GREG BROWN AT 916_3?5-2']32.

CHP HDQTRS/ADMINISTRATIVE SERVICES DTVISION
70.A09263/JC



Page 1of2 /

Command:

Yreka Area
Division:

Northern
Number:

Evaluated by:

Sqt. K. Pritchard
Date:

03-30-2009
Assisted by:

OSS I Lvnn Terrv
Date:

03-30-2009

^ñ;;;;;;;;;;;J;;;;;;t;;'; ^;;;;,', 
or rir in the branks as indicated Any discrepancies with poricy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COITIMAI.ID INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

TYPE OF INSPECTION

f Division Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X ruo

Ll Follow-up lnspection Commandár's Sig¡ature:

-*s. I
Date:

4 (* (. r
For applicable policy, refer to: HPM 1'1.2, Chapter 3 (_)

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, EmploVee, form?

X Yes n ¡lo E ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace cedifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes n ¡¡o x N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes INo E ru¡n Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes INo X N¡n Remarks

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

I Yes I t¡o X ruln Remarks:
None Noted.

6 When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes tr Irto E ru¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes X l.lo ! ruln Remarks:

L Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes I trto Ivn Remarks:

L Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes E t¡o E N/A Remarks:

'10. ls the CHP 317 Cal Card Log properly authorized
Remarks:

CHP 680D (Rev 09-08) OPI 010



Page 2 of 2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COIÚIMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

and maintained? X Yes LJ No L-I N/A

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo n ruln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

I Yes I t¡o x N/A Remarks:
All purchases were itemized.

13. Are Cal Cards maintained in a secure area?
F( Yes l-l trto l-l n¡R Remarks:

14. Are Cal Card purchases pre-approved by the
commander? I Yes n ¡lo ! N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? I Yes I tlo n ru¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by deparlmental policy? E Yes XNo E ruln Remarks:

CHP 680D (Rev 09-OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Comnrand:

/'n'¿l' ¿
Division:
/L//','r'7?/c:7'Jy'

Number:

Evaluated by:

TEr, 4 5).¡.Éíâ¡1,561 ßi"#
Date:

¿ê-zo-z¿¿tÍ;:
Assisted by:

Cyn{¿ta 5¿¿-z Pr?¿,t¿¡/ë .,.Ê;61

Date:

,1ë - ?¿¿- Z¿" eé

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with pollcy,

applicable legal siatues, or deficiencies noted in the inspectlons shall be commenied on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

- 
a.'

! Division Level L4Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Requ,ired:

! ves tM No ! Follow-up lnspection

Commander's Signature:

.:- \-
tG b-',, tl-rr y ..N¡!Í-elr tr. I r- lo (,
For applicable policy, refer to: HPM 1 1.2, Chapier 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

V4"" ENo E N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? I Yes M'NO I ru¡e

/V O Fa p n) 4-L TÈC../,4///V¿
Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - ôwned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes L.j'l.lo E N/A Remarks:

4. Are separate CHP 43s, Purchase Requisìtions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

pl'Yes Ino Evn Remarks: ( z¿z¡¿ LE77=Þ 4-j
Í.{?É/.¿.-7) OY ¡¡Pa l['2,

á*çzrznr* 7

5. ls all required information entered on the CHP 43,
Purchase Requisition? li,J Yes ! tlo E nln Remarks:

6. Are the CHP 43, Purchase Requrisitions, numbered
consecutively, siarting anew at the beginning of each
fiscal year (July 1)?

@/Y." E tlcr D xln Rermarks:

7 . Are expedited requests for the purchase of goods
forwarded to the AssistanI Commissioner, Staff, for
approval?

B'Y"s I trlo ! rutn Remarks:

CrlI'680C (lìev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? @tYes nno ! N/A Remarl<s:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? P'Yes E tlo E N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? tr ves EJtrlo ¡ N/A

Cþ.P3/S i *or
Remarks: fo /-71'J éê::7121
¿Ò?z/!,fu,4/c'¡ Z/*' /7t*x¿2
4-¿,// < .Æ48í2 r¡, ,4*/P4

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one speciftc
brand or model justified and in compliance with SAM
3555?

E/Yus INo E ¡le Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

Bl"" nruo E N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

I ves f tlo Lg N/A Remarks:

14. Are items checked immediately for content and
damage when delivered? B<;" n tto I n¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

l'l Yes I tlo ! N¡a Remarks:

16, Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Elr". tr ttto n NiA Remarks

17. ls FfVìS provided a photocopy ol the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

{r", D trto E ¡r¡n Remarks:

18. ls the original "received copy" retained by the
cornmand for completion and forwarding to the FMS
when the comolete shioment is received?

-1.M Yes D tto ! Nln Remarks:

19 Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

E ves I ttto lr4 N/A Remarks

Cl'lP 6B0C (Rer 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either

by a memorandum or e-mail, requesting cancellation

of the requisition or deletion of an iiem, if it is
determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not

yet been prePared?

tr Yes trNo M ruIN Remarks:

21 . Are open purchase orders periodically reviewed and

investigated to ensure the orders are not opened for
an unreasonable length of tirne. (SAM 8422.0)

Ej Yes I tlo I N/A Remarks:

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?

(SCM Vol. ll, Ch. 11, ToPic 4)
ø/v", tr trlo fl N/A Remarks:

23, Are decisions documented io create a paper trail

documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, ToPic 11)

Q4", E tlo ¡ N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated pu rcha se auth ority limits ?

lPublic Contracts Code Section 10329)

D Yes Q4, E ru¡N Remarks:

CHP 6t]0C (Rer, 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORN¡A HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

;'lE €tí4
Divisìon:

,â/2,A.TtF=l'/
Number:

Evaluated by:

-jTÞ 4 S:rr¿r¿¿¿ áÉ1,:î Zl-t
Da[e:

j6'- ¿U- V,.AE
Assisted by:

Z.¡-zç*yz4 !5 r¡7 fl,!22¿ \¡,1 O, !i-Ð.'J.
Date:

,/o--!:2-eÐL- I

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commenled on vla the "Remarks" section. Additionally, such

ãiscrepancieã and/or cjeficiencies shall be documenlecJ on an Exceptions Documenl and addressed to the next level of command

Furthermore, the Exceptions Document shalt inclucle any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

lnspection, the "Follow-uP I ion" box shall be marked and only deficient items need io be

TYPE OF INSPECTION

! Division Level EJlOommand Level

f] Executive Office Level f, Voluniary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:'[il Yes l_l t'¡o
Ll Follow-up lnspection Commandeis Signature:

d--r+.\a
r}jÀ

Date;

'= L, l-a
For applicable policy, refer to: HPM 1 1 '2, Chapter 3

(\

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
lnterest Statement, Emolovee, form?

lr"" ENo E N/A Remarks:

t Are STD. 21 Drug Free Workplace certifications
rnaintained within the Cal Card command file for
each vendor utilized?

! Yes lll No fl N/A
¿ È..9 ¿GXlê t: 2,.t1f:t t'aL

Rema¡ks,,¡? A¿ 4 ¿ e*) î¡;tJn ¡¡l
.rZ â,+!//p4 2zê7ræz- pt
êa?¿¡t¡Q..YzÊx'/-

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

lYl Yes ! tto E ruIN
Remarks:

4. Are California lntegrated Waste Management Board

Form74 documents maintained for each vendor
utilized ?

! Yes E'Ño D uln
8r'4 2 Lë r' !'T,/v ¿tÈ¿-7L

Remarks: ¿a.¿.6/ t Ê-¿,',16"-¡¡ ¿¿ ¡ ú ('
/¡À'€¿,¿¡tzs"g" a¡-
REAr/ê-EnF,tî7?

5. lf the vendor is a small business or DVBE is utilized,
ìs the ceftification letter from the Department of
General Services maintained in the file?

6,* E trlo E ruln Remarks:

6. When |air and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

f Yes nno e(,o Remarl<s:

7. Are purchases split into multiple transactions in order
[o circumvent transaction purchase limits? I Yes ú/*o Evn Remarks:

I Does the CHP 317 Cal Card Log fully describe the
purchase-i dt"= E l.to E N/A Remarks:

9 Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? LYI Yes ! t'to trvn Remarks:

CHP 6B0D (Re! 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

10. ls the CHP 31 7 Cal Card Log properly authorized
and maintained? ú/v", I tlo Evn Remarks:

11 Are credit invoices/receipts for returned items
maintained with the bank statement? Lü'Yes E trlo Ivn Remarks:

12. Do non-itemized purchase receiptsiinvoices
documeni the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

E Yes !No T N/A Remarks:

13. Are Cal Cards maintained in a secure area?
I øl Yes fl t'lo l-'l trltn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? lr", I ¡lo fl N/A Remarks:

15, Have all cardholders received training on the
Department's procuremeni processes? I Yes El t'lo I nln

/V2,Eo Ê æ & L- ?æ ft t ". ¿ ht I'

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes E(" Ivn Remarks:

CHP 680tJ (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

Command:

¿tr"'=Í4
D¡vision:

A-7té.-f,2,çzf<¿,t
Number

Evaluated by:

m2 A -l¡-n¿:'t¿¿,5é?--!iz1,F
Date:

./P-Z¿r'-¿an>fr
Assisted by:

Cl.t.r¿tl¿ * ¿'¡,FÆpa¡ta. i.Ï.¡i.-
Date:

..jJ:' ilo -ik¿¡Q

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,

applicable legal stalues, ordeficiencies noted in the inspeclions shall be commented on v¡a lhe "Remarks" section Additionally, such

discrepancies and/or deficiencres shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Excepiions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

ficient ilems need to be re-inspected.

TYPE OF INSPECTION

! Division Level Edommand Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signalure:

'éL -)e*--
Follow-up Required:
l-l Yes lYl t'lo

l_J Follow-up lnspection Commandeis Qþnature:\\\\/ .*[---. \oð

For applicable policy, refer to: HPM 'l '1.1 , Chapter 23 (t
L Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? E Yes lll t,lo I ¡yn Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? I "l'Yes I tlo T ru¡N

Remarks:

3, Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section comrnander?

1"1 Yes I tlo D N/A Remarks:

4, Are X Number requests made prior to the date the
services are performed? l,* E Itto fl N/A Remarks:

5. Are X Numbers issued for a one-time use?
El Yes l-l tto l-l ru¡n Remarks:

6, Are prohibited services performed using an X
Number? ! Yes B/*o ¡ N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? P,1"" INo Evn Remarks

8. Are X Numbers issued for telecommunicatlons
related services pre-approved by
Telecommunications Section?

ENo I ntn Remarks:

9, Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $'1 ,000
have prior approval from Facilities Section?

lY Yes E trto E NIN
Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval b), the appropriate
Assistant Commissioner?

! Yes I tlo l,,o Remarks:

CHP 6B0E (Rev 09.08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11 Do all X Numbers awarded to a non-small business

vendor contain three price quotations? l] Yes Ino fl N/A Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from

the Department of General Services (DGS)?
slí"" Ino I N/A Remarks:

13. Does the file documentation contain the STD. 2'l

Drug Free workplace certification for X Number
vendors?

g/v.t [] t¡o T NiA Remarks:

14. Do emergency service X Numbers document and
jusiify the emergencY? E Yes f] l',to E ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? ø/vut ! Irlo n N/A Remarks:

CHP 6B0E (Re\, 09-0tj OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Coniracts

Page 1of4

Command:

l/r¿=z. re
Divrs¡on:

/4./2/f4-Ì"8'd
Number:

Evaluated by:

A-æ â S'"r¿¿.J €tz /.".2Ê'i
Dale:

/ti -?;ç, -ê[¿¿Û
Assisted by:

/,r*-rl,t¿,*' j,r-"n Pnç|¿t¿¿"¡. ¿;> 9a-z
Date:

l¿]-Ve'èos!,
:::::==:: :::::::=:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy,

applicable legal statues, or defìciencies noieci in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancles and/or deficiencies shall be documented on an Exceptions Document and addressed lo the next level of command

Furthermore, the Excepilons Document shall include any follow-up and/or corrective action(s) taken. lI this form is used as a Follow-up
ficienl items need to be re-inspected.

TYPE OF INSPECTION
,/

I Division Level ffCommand Level

! Execuiive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signalure:

Follow-up Requìred:
T Yes ITLNo

f_l Follow-up lnspection Commander's S¡gnature:ã--.-) \
Date:

.- /.-. l* r-

For applicable policy, refer to: HPM 1 1.1 , Chapler 22
()

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repeiitive, regardless of
the estimated dollar value?

E t'to fl N/A Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? LVI Yes ! tlo trvn Remarks:

3. ls the Office of Prrmary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

I t'lo !vn Remarks:

4. ls the performance of contract services monitored
and documented? 1.1 yes E tto fl N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? E'yes DNo ! ru¡n Remarks:

6, Are letters for contracts documented and maintained
which outline any problems relatec to substandard or
non-performance of the vendor?

81"= E tlo Ivn Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?
trí", ENo ¡ N/A Remarks:

8. Are all required levels ol approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.'1 ,

Chapter 22,belore forwarding the CHP 78 or CHP
7BA?

B,;:;' trNo tr t'ltn Remarks:

CHP 6l]0F (Rer 09-08| OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

I Are requests for contract services less than six
months from the anticipated start date ol the contract
pre-approved by Assistant Commissioner, Staff , for
expedited processing?

E Yes trNo g(un Remarks:

'10 ls all work completed and accepted by the
Department before expiration of contract agreement? E Yes [] tlo I tl¡n Remarks:

11 Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the

manner specified in the contract (e.9., review
progress repofts and interim products)?

M'Yes I trto fl N/A Remarks:

'12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

L{ Yes ENo E N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Ø Yes trNo D N/A Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

dt", ENo !vn Remarks:

15. ls the final invoice ideniified and approved, as
appropriate and forwarded to Fiscal Managemenl
Section for payment?

I t'lo D nrn Remarks:

'16. Are all applicable form sections ol the CHP 78
completed? INo n nln Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public servlces?

ElYes ENo D N/A Remarks:

18. Are all employees associated with ihe managemenl
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, fornr?

M Yes X t'lo E ¡un Remarl<s:

19. Are problems concerning the contractor's
perïormance íuliy documenied in wriiing ancj nracie a
part of the contracL manager's coniract file?

I ll \/--lIl r cs E tlo Ivn Remarks:

20 Are contract amendment request dollar amounts
increased more than 30%? fl Yes I-l No l^,o Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLTST
Chapter 3, Command Procuremenis
Contracts

2'1 . ls the length of the contrac[ amendment request
more than one year? n Yes fl trlo E/N¡a Remarks:

22. Are amendments requested before the expiration of
the original contract? g/v", I tlo E Nln Remarks:

23. ls a service contract on a CHP 78, Contraci Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

I Yes I rrlo

f . ruo

dt,o Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Cornmissioner, Staff?

I Yes wfue Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducied for all of
the followrng types of agreements:

(1) Avionics Malntenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

t
I

! Yes INo ø(to Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Mainlenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphir: Â.rts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1 ) Laundry/Linen Service
('12) Office Machine Mainlenance and Repair
(13) Painting Services (interior ot facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleanìng Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
('18) Television EquipmenÌ Maintenance and Repair

('1 9)Unintenuptìble Power Supply Mainienance anci Repaìr

E1u, INo Ive Remarks:

CHP 600f (Rc\' 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Coniracts

27. Are all driver license and fingerprinI information
forwarded to Contract Services Unit (CSU), along
with the contracl number for retention after
Commander review?

|jJYes ! trlo I Nln Remarks:

28. Is CSU advised by the command to determine if

adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andior criminal history information is received
regarding ihe contractor or the contractor' s

personnel)?

I Yes X tlo E.N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

ts1,., X l.lo I llln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? M Yes tr llo ¡ N/A Remarks:

31. ls a computer file prepared for all contracts
administered? l,* I t¡o f nrn Remarks:

32. ls a spreadsheet prepared lìsting all expenditures?
! Yes lr" fl N/A

¿iy'?E? '-4/41Rema¡ks'-â¡à ¡¿ll. I: r t:-è. ê P P
a.,,4 ø.fu.æ 7z Ã:f"'r¿

33. ls the notification to the contractor documented for
the start date for services to begin? lr"" ! tlo Ivn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

E4' E trto fl N/A Remarks:

35. Do consultant services contracts of $1 ,000 or more
contain detailed pedormance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

E Yes I l.lo w(n Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

E Yes D tlo E'ñln Remarks:

37. Does Contract work only begin alier approval of the
final contract? (SCM Vol 1, Ch.4, Section 4.09) E'Íes E tlo !vn Remarks:

38. Are the requirements for Government Code Section
19'130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I

Ch. 7, Section 7 05)

g/v"" I tto n N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
I ves M'tto E nln Remarks:

CHP 6B0F (Re\, 09'08) OPI 010



(11/'1112008) Dave Hahn - Chapter 3 lnspection

Dave Hahn
Ted Swain; Tracy Sturges
Chapter 3 lnspection

Reference the contract inspection, items number 23 and 24: The correct answer is N/A since Areas do
not rent conference rooms. The "no" answer would indicate a violation of policy, I changed my copy to
N/A for questions 23 and 24. Please do the same on your copy. Also, please send a memo within 30
days addressing the follow-up items on the Exceptions Document and item 2 on the Cal-Card inspection.
Thanks.

Dave



ST.qTE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
=:::::::::::::::::::::::=:::L--- --:::::: =::::::::::::::::::::::::

INSTRUCTIONS:This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the documenl
shalì be rouled to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled defìciencies, correciive action plans, and may be used to appeal f ndings. A CHP 5'1 Memorandum may be used if
additional space is required.

Command:

Yreka
Division:

Northern
Chaoter:

3V
lnspected by:

Ted A. Swain, Serqeant 10-20-2008
teDa

TYPE OF INSPECTION

! Division Level ffi Command Level

LJ Executive Office Level

X
n
I

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

Xves nNo

Fonryard to:
l.Jc,i)-*,L!ì*ËrÈ¿

Due Date: 'r \o_. \ o.t,

Commander's Signature:

, \/ \\:'¡¡._ ù - \..

Date:

r ['ç', lt'e

lnspector's Comments Reqarding lnnovative Practices:

Command Suqqestions for Statewide lmprovement:

----------l
The inspection revealed employees completing procurement documents have never received formal
training regarding procurement/purchasing procedures.

As a result of the lack of training, it was found employees were not completing the requ¡red CHP 315s,
Comparison Worksheets when soiiciting bicis. However, the empioyees were inclucìing faxecj copies of
the bids received.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Yreka
Division:

Nofthern
Chap[er:

J
lnspected by:

Ted A, Swain, Sergeant
LJATE:

10-20-2008

Cornmander's Response:
Employees have been scheduled for the first available procurement training on November 6, 2008.

NS or's Comments:

Employees involved in procuremenVpurchasing process should receive formal training from Fiscal
Management Section or their representatives as soon as practical.

Procurement training item will be completed on November 6, 2008, Training had been frozen due to
budget issues. Cal Card training will be coordinated with SSA Decko at Division for affected personnel.

CHP 68oA (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Yreka
D¡visron:

Northern
Chapter:

J
lnspected by:

Ted A. Swain, Serqeant
Date:

10-20-2008

INSTRUCTIONS:This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonrvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to documenl innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used 1o appeal flndings. A CHP 51 Memorandum may be used if
additional space is required

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

X Corrective Action Plan lncluded

I Appeal lncluded

I Attachments lncluded

Follow-up Required¡¿o ¿,..zp .Çú 
l\-.'*{ç-Jr ìr\J""

XYes - Ilt¡o

Commander's Signature:

:- -'\^\ rq-J. .)-),l* ¡'\

Date:

i,^, .(.i. le ¿

lnspector's Comments Regardinq lnnovative Practices:

Command Su stions for Statewide lmprovement:

r's Findinqs:

The inspection revealed employees completing procurement documents have never received formal
trai n ing regard i ng procu rement/purchasing procedures.

As a result of the lack of training, itwas found employees were not completing the required CHP 315s,
Comparison Worksheets when soliciting bids. However, the empioyees were inciucìing faxed copies of
the bids received.

CHP 6804 (Rev 09-08) OPI 010



STATE OF C,CLIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Yreka
Division:

Nodhern
Chapter

lnspected by:

Ted A, Swain, Sergeanl
Date:

10-20-2008

Commander's Res SC:

Employees have been scheduled for the first available procurement training on November 6, 2008

lnsoector's Comments:

Ernployees involved in procurementipurchasing process should receive formal training frorn Fiscal
Management Section or their representatives as soon as practical,

Item will be completed on November 6, 2008. Training had been frozen due to budget issues.

Command:

Yreka
Division:

Northern
Chapter

lnspected by:

Ted A. Swain, Serqeant
Date:

10-20-2008Page 3
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Yreka
Division:

Norlhern
Chapter

lnspected by:

Ted A. Swain, Serqeant
Date:

10-20-2008

peal PfOCeSS: (Appeats shall be fited within five (5) business days of'the,completed chapter

Commander's Basis for eal:

I Review/Decision: (This shattbe rhe only tevel of appeall.

-.-.. , {æ¿¿-¿-, ¡4 /'323P
Date:

10-20-2008

Responding Commander's Signaiure (for appeal): Date
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